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. . 1.00 

CHAPTER I \ ' 

GENERAL INFORMATION ' ^ 



.00 ' INTRODUCTION • ^ ^ 

*ThiS Handbook on Faculty Gavgimance and Responsibilities is one of several 
•related' reference documents which are published annually and Used from time 
.to titne b,y members of the faculty. The material .in the Handbook is, in most < 
instances^ extracted directly "from the College's Policies and Procedures' 
Manual (P 6c P Manual) , Except for Chapter I, herein, paragraph and chapter * 
numbers used correspond to those in the f 6c P Hahual, complete up.-dated 
copies of which ar^ available in the libraries, the offices of the campus 
deans, and most of those offices of the administrative staff and supervising 
faculty.- . , • ^ , 

T^he college catalog summarizes the history and objectives gf the College as* 

well as , the total offerings and their costs. A copy of the catalog, published 

each year in .the early part of March, is also made available to each member 

of the faculty^ 

* • 

The content of this mahual is that which was recommended in a memorandum to 
the President from the chaipnan of the coMege Faculty Senate.^ Recoijim^ndations 
for change should be submitted to the Faculty *Sfenate . 

.05 GENERAL • \ ' ' ^ 

The material which follows in this ch^^pter includes a very limited amount of 
information of a personal or prof ess^ional nature which will pifovide answers * 
* to questions that frequently arise and for which guidance is not provided 
>i» elsewhere. 4 ' . ' 

.10^ ABRIDGED DICTIONARY OF TITLES \ ^ ^ - ^ 

The Administrative Vice President assists the President with administrative 



matters that require review or coordination. He also supervises the directots 
of the following offices: Data Sys.tems, College Facilities, Public Informa- 
tion, Procurement, Affirmative. Action, Budgeting, Finance, and Personnel. The 
central file of records £or all professional personnel is maintained J>y the 

Administrative Vice President. ^ ' * ' . 

**• » 

The Ar,adf>Tn-tc 'Vice Prpsldent assists the President wijih academic matters that 
require review or coordination. He also supervises the following: Dean of I 
Education, campus deans, and the Dean of' Community Services. ^ 

. ) 

The campus deans are responsible for the administration the tot^al campus 
program, (instruction, staff services, and business operations) . The campu^ . 
file 0^ records for all faculty is. maintained by , the campus deail. 

X • ^ ' 

The P'ean of the Faculty is ^'he chi^ef adviser to tHe President on facqlty 
matters. He serves for three years and is eJUrg^l)!^ for renomination by the 
faculty and for reappointment by the Board( of TrLbstees. ^ . 



The Academic Dean, wi;th the aid of the assistant academic deang, hafe line 
responsibility and authority for the instruction on the Rockviil'i Campus; 
department chairmen report to hlin,* and he reports to the Rockville Campus 
De^n. On -the T^koma P^ark ta^jpus, division chairman have Xiie same line 
position. • \ * 

EMERGENCY CLOSING OF THE COLLEGE *' /"^ 

a# General * * " . ^ ] ^ • . * • ' 

(1) Because of hurricanes,' heavy sqows, adverse road conditions, 
temporary failure of oitilities, or other reasons, it may become 
, necessary temporarily to sttspdnd normal functioning of some or 
" * ' all operations of the College. In ill cases, a separate judgment 
vil^be made for each campus or off-'Campus cent^ ^t which courses- 
are of fered-since it may not, be necessary to suspend clasaes at 
all l<^cationSr Announcements over local radio and TV^ -stations, 
. ^ particularly WMAL, WTOP and WINX, will mention th.e status of ' ^ 

individual campUses. However, since this is an emergency closing 
^ procedure, announcements* will only pertain to the suspension , of 
• c^assies for a giveiT^y. It will be presumed th^t, unleSs further 

announcement of continued closijig is m^de, classes will resume 
on schedule the following day/, , 

iX) Individuals should obtain their information from listening to. 
radio and TV stations rather than frotu thip college switchboards 
in order that the operators may be left free for other business. 
Similarly, radio and TV stations desire that individuals not 
call th^.- 

' • • ' 

(3) Rad^io and TV, stations^ will be utilized exclusively for the 

purpose of announcing infomation pertaining to classe's; such " 
i|.nfprmation will not pertain to the administrative offices pf u 
. the College. Eveh if a radio pr television announcement is 
made that Montgomery College is closed, that announcement will ♦ 
be considered to mean only that attendance is not required by ^ 
faculty and Students. When an announcement is made, administrative, 
supervisors will be responsible for notifying individuals who 
report directly to them whether or not they are to report to .work, 

\ (4) College ^personnel should not cojifuse any announcement of trlosing ' , 
the county public school system as one which also, pert;aihs to the 
Cpllege. Since college students an3 members of the faculty provide 
1 ^ their own transportation, it is often not necessary to suspend 
^ classes at the College when the public schools are closed. Unless 
J classes are Suspended by of f iciai\actiOn, all faculty and students 
are expected to be present. , . ' * ' ; 

(5) On days when other orgdniza,tions or entities have placed announce- 
ments with radio and TV stations that they are shutting operations 
dq,wi\ because of emergency conditions in their respective areas, 
and the decision ha^ been made that Montgomery College will be 
open, radio and TV stations will also be asked to announce that, 
the College is^^open. ^ , . . ^ 

Responsibility * ^ ^ ' 

(1) Campus deans should maintain cTose liaison with their respective 
business managers in order to obtain current information as to * 
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'whether Vhe weather or other conditions warrant the shutting down of some 
or all operations.-' In.6he event thit 'closing i§ related to- heavy snow, the . 
campus dean should' ascertain the length of time which wiU. be required for 
snow removal. The Executive Assistant to the President, upon recommendation 
from the campus deans and,' as -appropriate, in subsequent .consultation with 
the Academic Vice''Presi<lent arid ^he President of the College, will decide ^ ' 
when, for emergency reasons, which* operation is tc ie suspended. • ^ 

■(2) Gtwranunity Services cautses on campus shall be gove,rned by the decisions of 
•the campus on which tbey are located. Recommend^^tions to the Executive^ , - 
Assis'tant to 'the President for carice.llation^pf all off-campus course ' • ^ 
offerings of n credit pr a^non-credit .nature shall be the responsibility 
*of the Dean of Community Services or a specific staff member designated . 
. ^with responsibility -.for a, particular location. The Dean of Community . 
• • Services should ift&intain close liaison with responsible officials at various 
■ locations gt .whicli courses are being of fered in .order to obtain information 
. so that -recommendations can be made\o the Executive Assistant to the ^ 
President regarding- the suspension of classes at any location. 

Procedures and^AnnOuncements • ^ ^ . 

(1) When-a> decisiZjn has been made' for an emergency closing of any operation at 
any campus or location at which courses are offered by tj;ie College, or when 

''appropriate, that the College will be open, the Executive Assistant to the ' 
President will so inform the President and the Director of Internal . ( 
■flanagement . ' 

(2) * The director of Internal Management will: ^ 

. (a) During normal college hours (8:00 a.m. to 5.:00 p.m.) when it is desired 

eiCher to*'aismiss daytime classes or to suspend evening classes, or both, 
or to close other operations as designated by. the Executive Assistant to 
the President, notify, in order, the campus deans, the Academic Vice 
President, Administrative Vice President and the Dean of the Faculty. 
Individuals' so 'notified will assure that all those under their supervision, 
not notified- by the Director of Internal" Management, are informed. If 
appropriate, the Director will inform the-m6«s-aed/a for the benefit .of 
those students who might otherwise proceed to the ^^Uege campuses for th6 
purpose of attending late afternoon or ev.ening classes. Announcements per- 
' • • taining to evening classes, credit or non-credit, at any location, will be 
made over local radjio and TV stations .between 4:30 p.m. and 6:00 p.m., or 
earlier, if possible. 
' (b) NoVify the Academic Vice President's Administrative Vice President, and 

the Dean of the Faculty and mass media if a decision is rendered prior to 
7 00 a.m. to suspend any business at any or all locations of thcOollege fbr 
that day, including Saturdays and Sundays. Announcements will be made on - 
local -radio and TV stations between 6:00 a.m. and 8:00 a.m. Every effort, 
will be made to expedi-te decisions so that all can be informed as soon as 
possible. 

(c) Inform mpdia that Montgomery College is open, when appropriate. 

(3) When campus deans are notified by the Academic Vice President in connection 

^ 7itl provisions of 1.13 a (3) above, they should inform their respective 

lii^ciboard operators. However, it is' expected that individuals associated . . 
wit^ the College vill normally rely on information provided by their 
' i^^ediate supervisors or by the mass media,*as appropriate, rather han the 
s^tchboards in order that the operators may .be left free to conduct other 
business. \ 



. *Prior to the a ppointment of the Academic Vice President, the Direcu>r of.Internal 
O Management will notify the campus deans, the Dean o^ Comrunity Services, and the 
EBsXC Dean of Education. ^ | • 
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t4) Whenever a decision is jnade to canc€l or delay classes, each major 
* , administrator is responsible for advising the, administrative head 
^ , * » of each unit that repeats to him of the status of that unit/ If 

classes have been cancelled or delayed, it is necessary that each 
employee be advised by his immediate supervisor as to the effect, 
on his operation, whether such operations are to be normal, 
^ delayed, or cancelled, to avoid unnecessary tie-up of telephone 

lines, employees should cautioned to avoid calli?t^ immediate 
supervisors for, information. ^ 

(5) The Director of Internal Management will obtain from the mass media 
the-code numbers to bQ called to request an announcement pertaining 
to the emergency^osing of college classes. 

These numbers will also* be mad^ available to the President, Academic 
Vice Pxesident and the Executive Assistant to the President. 

(6) If conditions warrant .closing all operations at a campus, employees 
\ of th^ affected campus are excused from their duties without taking 

leave with the exception of the following who, are expected to be on- 
duty: " ^ 

(a) Campus, swithcboard^ operators , --^^ 

(b) Maintenance), security, and custodial services personnel, as 
designated by the appropriate administrator. 

(7) 1£ the Rockville Campu? administrative offices are closed, .central 
. V ajJministratlve iDffjLces are also closed." ' 

i.ro EXAMINATIONS * \ - V 

' a. Regular examinations dtu^ing a course may be scheduled by instructors at 
their convenience, 

Finnl examinations are, scheduled by the administration and, if given, 
are administered by each instructor during the set time. 

•FINANCKS FOH INTER-CAMPUS TRAVEL - See paragraph 3-53 and'T-l+O. 
1.30 NOTARY PUBLIC • • 

< 

' ■ The -ashler on each campus is an official notary public of the College. 

r 

i.35 SMOKING 

Smoking is permitted only in corridors',' of f ices , cafeterias , lounges, rest 
' rooms, and halls with exception of the library where no smoking is permitted 
. except in the faculty lounge at Takoma Park. .Smoking is not permitted in 
classroom situatiofts at an^ time by anyone. 

* . * 

i.cs stude:<t health and safety reports 

I.SSI rOLlCY* (Board of Trustees, April 20, 1971) 

Any time a student body callAo the attention of an ^<i^"i^^f °J 
faculty member of this College a problem concerning, the health or safety 
of the studen't body, SI report shall be made to the Board at t^e e&rliest 
possible time. ^ 

15 
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IFOCEDUPFS (Approved by the College President, June 26^ Ipjl) 

In urder to expedite tr^smittal of student health artd safety reports to 
the board cf Trust er^s, any employee of the College who becomes cognizaht 
or rxny matter which could be detrimental to the general health of the 
student body or injurious to any ftidivldual student or group of students, 
will be guided by the following procedures: *' • / • 

a.« The faculty member ,' administrator , or supporting services member will, 
irijnediately upon becoming QCgni^ant of a stjiMent health .or safety 
mattei as outlined above, provide an oral report of, his knowledge to ^ 
the appropriate business or facililnes office On his cam'pus. 

^. i:. coordination vilti thi^ campus associate dean of students, the campus 

' ru3ine3S or facilitie^s administfrator will conduct suchT immediate 

invest i^at iofi as he believes is appropriate and wilX^then present "orally 

* tlK^-^campus deaj; his 'recommendations -Xor any reqjiired remedial action, 
/ * 

-c. it tht? situation is serious or urgent, the campus dean concerned will 
imnie/i lately notify the College President in^ person, or by telephone, 
of the facts, of any action which he has taken or will talce, 'and of ^ 
' such assistance as may be required by the campxis to resolve the matter. 
The .campus dean will, within hours, submit" a Written summary report 
(memoraiidum) to the President with copies to: 



d. 



e . 



(1) The person making the ini.ti^l oroX report 

(?) \The business office On the campus 

(3)/ Associate Dean of Students 

(fli) Director of Finance^ 

{5) Administrative Vice President 

(6) Dean of Student Affairs 



The Sujranaxy should, if possible, be c'onfined^to one. page, pre'"^cnt 
the salient Yacts, define the action taJten, and note the resiilts.- 

■ If additional actioa is required by the President or Board of Trus^^ees, ^ 
sucfc should be indicated. At the discretion of the campus dean, or at 

"the.^ directiop of the President, the summary report may be followed up 

, ^t a later date by a more comprehensive report. 

If the* element ^of urgency is not present, within three working days, 
the campus dean will submit a written summary report as outlined in 
subparagraph c above. Subsequently, a comprehensive report itiay be • ' 
submitted at the discretion of the campus' dean. 
♦ * 

Upon receipt of a student health and safety summary report from the campus 
dean, the Oollege President ^ill <ake such immediate action as may bo 
required and will 'have prepared an appropriate, timely memorandtim .to the' 
Board of Trustees. This report to the Board will be delivered at the. 
earliest pdssible time and will not await formal presentation -of written 
material in connection with Board agendas.* ^ 
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^/5T CbNtRACTS 

.The College is a'party to numerous contracts. Becaxise of the complexity 
W y of the many t^ypes of contracts and the f^-reaching ingpli cations to the-'" 
. College, each contract "must he scrutinized for legal sufficiency,, and 
.\ completeness in all other asp^qts, vhen it .is coordinated internally. Oral 
' • ^contracts assumi^ig any liability are to he avoided. For details regarding 
/ ^ . contracts t refer' to paragraph 7.15 of the College" Policies and Procedures 
, ' MemuEd., / . - 
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2.65 CONSTITUTION OF THE MQNTGQmIrY COLLEGE FACULTY* 

2.651 INTRODUCTION - ' . 

a. Success in developing and implementing programs of the College 
requires joint efforts of trustees, President, Administrative 
Staff, faculty and students. Constructive interaction of these 
groups can result only from, each knowing and respecting the 
roles of the others in making coileee policy. 

b. This Constitution embodies an organization, proven effective 
ii\ modern inlstitutional ^management, which operates on the 
principle of shar'ed authority distributed according to the 
ascribed role, of each of the above-na(med groups. . , ' 

G. These regulations dfe'fine primarily the responsibilities of 
the faculty irf the governance of the College. They also 
state, in part, the roles of otier elements in the govern- ^ 
ment of the College as those function^ have a bearing on ' 
academic matters- and'facuHy status. * 

d.' This sectlioH takes precedence over any ^conflicting state- 
ments or r.egulations, and may^be cl|anged only as prescribed, 
in. 2.656c. 

. (\ 

2.652 GENERAL ROLE OF THE/BOARD OF TRUSTEES 

The Board of Trustees hereinafter referred to as the^Board, is 
the final authority in matters effecting the College under the 
laws of Maryland, In addition to its duties specified by law, 
the Board helps relate the College to the community; defines 
over-all college policies; ckJternSines, with the faculty and^ 
administration, long-range. plans of the College; and is con-" 
cerired with over-all personnel poiicies and with the roles of 
the various groups in the College. ' • ' . * ' 

2.65 3 GENERAL ROLE OF THE PRESIDENT 

4 

It is the understandiM o\ the faculty that the President" acts 
in accordance with the^uthorlty the Board has delegated to him 
as the chief executiv^of f ioer of the College. Subject to Board 
guidance' and review, he provides leadership to acliieve the goals 
^referred to above. He. suggests ways and means to improve academic 
matters and faculty status,* He practices the principle of shared 
• authority In' institutional .governance. 



*This section, *vhich includes all paragraphs fiom 2.65 to 2.78 inclusive, 
is based on* the "Statement of Government of Colleges and Universities," 
American Association of University Professors, American Council on Education, 
and the Assbciation Governing Boards of Universities and Colleges, 1966.^ By 
resolution No. 255-67, Mayl, 1967, the Board of Trustees adopted this 
statement as a general guideline for the'College, where appropriate to the 
purposes ol a communiLy cbllege. (See also pa-ragraph 2.10.) 
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?..654 GlilNKUAL HOLE 01 T!IE FACULTY 



a. 



£n this governance document, **Facul*ty" refers to full-time faculty 'me^m- 
bers , unless otherwise stated. 



b. A full-tLme faculty member devotes" more than 50 percent of his time- to 
instrticting, counseling, or, academically related services to students. 
(This definition includes only teachers, counselors , librarians 
and learning resources professional personnel. Any professional em- 
ployee who Is not covered in this may appeal to the /acuity Senate for 
a determination of his status. (Approved by the President, 4/29/74.) 

• c, ' These members retain their faculty s|/atus when *^lected to or selected 
toi.d non- teaching, but aoademically-related position for a specified 
period. 

. ^ s * ' ' . 

d. Under appropriate policies of the Board, thp faculty is primarily 

resrponsfble »foit academic matters and for. f acuity *atatuB, Academic ^ 
matters include curriculum, subject matter, and instrifction, research, 
, .academic regulations, stand^ds, courses,\and progi;am8, and^^spects of 
sXudent lifte interrelated with the educational process. Matters of^ 
^ faculty status include appointment, reappointment, promotion, faculty 
performance-apptalsal, tenuxje, and dismissial, 

e: Determinationsl in these matters referred to in item d above, shall 

fii*HL be by approprlate'^f acuity action through established procedures, 
reviewed by the chief academic off icfe'fsr^(the President and the campus 
deans), wixh the concurrence of the Board where appropriate. Adverse 
rulings of the Board, or President, 'or campus deans, on faculty deci- 
-sions, primarily the responsibility of the f^fcult^, shall be detailed 
^ in writing to the faculty. It is desirable that the faculty should, 

£olli)Wj.ng such communiration, have opportunity for further consideration 
and further transmittal , of its view to the President or the Board, 

£, The faculty shall actively' part ic'ipate in 'the determination of policies %' 
and procedures* governing salary increases. • « 

g. The faculty recommends the requirements for degrees and certificates^ 
H It recommends that the president and the Board grant those evidences ^* 

of academic achievement when the faculty finds that the student has 
met those requirements. , » 

2.655 GENERAL ROLE OF THE STUDENTS * ' . 

The faculty holds that students should participate in formulating those 
college policies that concern them directly, and for which they have the 
appropriate substantive competence, experience, and discipline. 



2.656 BASIC STRUCTURE 



The basic structur.e of the faculty organization assumes that the 
College is *a single, multi-campus insCitution. 



b. The structure, developed by the faculty, in consultation with the 

President^ was approved by the Board on November 17, 1969. 

% * * * 
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c. Recommendations for changing the structure shall be submitted to the 
Senate for its consideratibn and'actibti, namely, review^ comment, and 
submittal to the faculty* The views T^f the administrative staff shall 
be solicited by the Senate and made available to the faculty. If a 

' majority of those faculty members preslpnt vote . favorably upon the 

recotnnendations, the latter shall be s^nt to the President sifggesting 
Presidential approval. (Approved by the President, April 29, 1974> 

. 1 • ■ 

2.66 THE FACULTY SENATE 
2.66*1 GENERAL- 

The Faculty Seriate officially represents tl^e entire faculty in formulating 
polirv folt the College. It considers academic processes or^faculty status 
matters referred to if by the Board, administration, faculty members, 
^student senates or 'appointees of the latter. ( 

2.662 JUNCTIONS \ * 

V 

a. Reviews continually the governance of the College. 

b. Acts for the entire faculty, except that tt^ following matters shall 
^be referred for decisiojv-to the* college-wide fa5;ulty:/ 

(1) Academic Re^uratlcTt*^ * • 

(2) Faculty tenik;eand diOTiissal regulations 

(3) Faculty perf onnanc^''>ci)raisal or evaluation ^ ' , 

(4) Faculty compensation A * \ 

(5) Stjuctqral changes tyS gbvemance regulations * ^ \ 

(6> Matters the Faculty Seijate considers shoul-d be referred to 
' . the college-wide faculty. ^ ^ ; 

c. Appoints and assigns tasks to standing, all-college coiifnittees , and to 
nocded^nd ad hoc faculty committees. The Faculty Senate shall keep the . 
President and the faculty informed of its appointments to committees. 

d. Develops the col lege academic calendar in coordination with the Student 
Senates, representatives of the Staff, and appropriate members of the 
administration. The recommendations of the Senate are, transmitted to 

the President for ^approval and farther development of the administrative ^- 
phafes of the overall college calendar.v.(Approved*^by the President, 4/29/74) 

e. CaJrls faculty meetings when: • 

(1) It considers they are necessary; or * • 

(2) Ten percent of the faculty members submit a petition to the Senate 
requesting a faculty meeting. The petition should specify the 
reason for calling the meeting. 

4^,. \ f. Requests in* (writing a meeting with th^ Board whenever a majority of the 
^ ^ Faculty Senate considers the* meeting warranted, 

g. For all meetings it calls, determines content and priority of<items of ^ 
agertda fdr eac^ meeting. ' ^ 
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2.663 * ' . ■ . 

/ . \ 

h* Appoints annually/ from the faculty,. a parliamentarian for all college-^ 
wide faculty meetings. ' . , 

i. The Chairman of the Jenate shall serve as the official representative of 
the faculty at all Board meetings. -He sball speak for the faculty or 
Senate when instructed to do so by these bodies and shall participate in* 
Board discussions when he considers it necessary tp bring to the Board's 
attention the faculty point of view. ^ 

\ j. Determinations of the Faculty Senate and/^or of the full faculty, requiring 

the approval of the President, or of the President and Board -of Trustees, 
are coor^dinated by *th^ Chairman -of the Faculty Senate, and submitted to 
the President, or via the President to the Board of Trustee^ "^for his or 
their review and approval. (Approved by the President, April 29, 1974) 

2.663 COMPOSITION, LENGTH OF SERVICE, VOTING, MEETINGS AND AGENDA 

a. The Faculty Senate, a faculty body^ shall consist o^f 11 faculty members; ^ 
in addition, the President and th,e campus .deans sha^i serve as non-voting 
ex-officio members. Also, the Dean of 'the' Faculty ahd a student from each 
campus, chosen^ by their res^^fective student senates, Aay serve as non-voting 
participatory members r ' \ 



h. Members of the Faculty Senate shall serve for two years in accordance with 
the established system of rotation unTess they resign or ar.e otherwise 
unable to complete the normal term of office. The term of office shall 
commence immediately after t^he last/regular full-time faculty meeting of 
the spring semester has been concluded. No p^erson may BerV« consecutive 
.terms • - j > • ♦ 

c. The Faculty Senate shall meet in accordance with dates' or days determined 
by its membership a^ the first meeting following their election each y^ar 
or at the call of its chairman. 

> 

d. All meetings of the Faculty Senate, except execytlve meetings, are open 
meetings,^ Members of t^e^administration and of the student body who wish 
to be info;t^d more fiflly regarding faculty matters and persons who wish 
to express t«4^ir^views on various matti^rs under consideration by the 
Faculty Senate are especially urged to att'^^nd the Faculty Senate meetings. 

e. Members of the Faculty Senate shall not be members of a campus assembly, 
^or of any permanent standing committees. ^ 

f. Members^f thfe Faculty Senate, except the Chairman, shall teach one-fifth 
to one-fourth less than their usual teac^jing loads; the Phaitman shall be 
relieved of one-half to three- fourths of his teaching responsibilities. 
(See ^Iso paragraph 3.24b.) 
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2.664 PROCEDURES MR THE ELECTION OF SENATE MEMBERSHIP * • 

a. Election! to the Faculty Senate shall be held six wt^eks prior ' 
to the lait day of classes in the spring semester. ' Only full- )^ 
,time faculty jnembers nay vote, ' ^. , 

b. The Chalrwan of the respective cMpus asscobly shall provide^ a ballot 
bearing the names by departments of all faculty members who are 
completing at least two years of service with the College. The balJLot 
shall be distributed to all full-time faculty members approximately 
one week before the election. 

^ c. At the campus faculty meeting for the purpose of electing seijators, 
p each full-time faculty member shall mark his ballot for ^ total of 
five nominees (six at Rockville); each nominee must be from a 
^ different department. ^ i 

d. From the five faculty members (six at Rockville) receiving the 

greatest number of nominating votes (no two nominees may be from the 
same department),, the campus faculties shall elect senators to fill , 
the vacancies. 
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e. To be elected, a nbminee must receive A majority of the votes 
cast. If there is, not a majority vote for one or more of the nominees 
on the second ballot, the nominee receiving the least number of votes 
shall be eliminated. Voting shall continue in this manner utitil the 

' Vacancies are filled.' 

f. If a. full-time faculty member i? unable to be present at a faculty 
meeting in which an«,election is being held, he may name a proxy to 

" cast his vote. In a signed memorandum to the faculty member presid- 

ing at the meeting, the absent facu'lty member shall designate the 
person who is to serve as his proxy. , 

* f . . . 

g. In the ^vent-that ^n^elected representative is uriable to serve 
' because of sickness, extended leave, or for other reasons, a 

faculty member shall be elected from the appropriate campus by 
the cainpus assembly. The member elected in this way must be from, 
a department not then represented on the Sfenate. 

h. A faculty member not desiring to serve on the Faculty Senate shall - 
be so privileged. 

2.665 OFFICERS OF THE FACULTY SENATE 

a. The Faculty 6enate shall be headed by the Chairman and in his 
absence by the Vlce-Chairraan. Both the Chairman and the Vice- 
Chairman shall be full-time faculty members. The Vice-Chairman 
shall be from a campus other than the campus from which the 
Chairman is elected. ^ ' 

b. The Chairman and the Vice-Chairman shall be elected by the College 
Faculty Senate on separate ballots, the Chairman b'eing elected 
first. To be elected, one must receive a majority vote of all 

'members present and voting. The newly-elected Chairman shall 
assume bffica immediately and shall preside over the election"^ 
of the Vice-chairman. 
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i 

c. Elections for the Chairman aiKl Vtce-Chtiraan «htll be by «ecre(^ 

ballot. 

dV If there is no majority vote for Chairaaii, (or Vice-chairman) afttr 
two ballots, the voting -ahill be batveen the two neobars who re- 
ceived the largest number of votes on the second ballot* 

2.67 FACULTY MEETINGS 4- ' . ; - ^ 

2.671 GENERAL 



Faculty meetings (of the all-college \full-ti«e faculty) are considered an 
integral part^of the organization of the College. In support-^of this con* 
cept there sRall be a minimum of three (3) all-college faculty meetings a 
year, in September, in between semesters, and in June. Tlie Chalnnan " 
of the College Faculty Senate presides over all matters of faculty 
busines-s. The Senate shall work out the ^geoda and time and place of the 
meeting and shall notify the entire faculty' in a«ple time. 

2.672i AUTHORITY TO CONVENE Cr 

The Senate or the President may call meetings of the ail-ccllege faculty. 
In addition, a minimum of 10 percent of faculty petitioners may request 
an all-college faculty meeting. \ 



2.673 PROCEDURES r 

Standard parliamentary procedures shall be followed at -all faculty 
- meetings. Robert's Rules of Order shall govern the meetings unless 
changed by a majority faculty vote; 

2.68 ALL-COLLEGE ^CGHMITTEES 

V, 

2.681 GENERAL 

To provide a proper framework for faculty participation in the effi- 
cient functioning of the College, committees are established to assist 
the Faculty Senate in its role in the governance of the X^ollege. 

2.682 PERMANENT ALL-COLLEGE CCWMITTEBS 

Appointments to the following all-co^fege cooBiittees are made in accor- 
^ dance with the provisions of paragraph 2.69. The functions of these 
conmittees shall .be reviewed annually and revised accordingly. 
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2.683 

.1. ')< n.iLf Kxci uLivc Commi I Leo . ^ 

li. onini I U *- t)n (Jonl r.K' I s , K.Jiik » .uicl 'I'cmurr^ 

' c, Sijl>C()iiuiuLLct' N)U CoiniuiCtucs. ' > 

d. Curriculum Conimittee * j% 

e. Acvidemic Regulations Coranittee * . ' - 

f. Calendar Committee 

^ g. Coirmittee on the Professional Status of the Faculty 
h. Academic Occasions Conmittee 

2.683 AD HOC COMMITTEES* ' / 

a. Whenever the Senate feels that it is necessajgy-^nLt shall appoint an 
ad hoc commit<*ee and give that coraraittee a Specific charge and 
approximate date for making its report to the Sena'te. 

b. The Faculty Senate shall establish a separate ad hoc committee for 
each separate grievance brpught to its attention. Such committees 
shall be composed solely of full-time tenured faculty members. 

2.684 DUTIES INCUMBENT ON ALL COMMITTEES • 

a. Meet at jegularly Scheduled and publicized times so that inter- 

■ . es*ted memliers of the college community m-iy attend. The time, date,, 

and place of these meetings shall be brought to the attention of 
all interested persons by inserting appropriate notices in the 
College's weekly bulletin. 

\ 

b. Insure that meetings, except those in executive sessions, are 
open meetings • 

c. Follow normal parliamentary prbcedure at all meetings unless the 
committee fnemberjs agree otherwise. . 

d. Keep minutes, except that the ad hoc committees appopted to hear 
grievances shall not keep^ minutes on matters of personal grievance 
unless so requested by the person submitting the grievance. This 
except^ion is due to the nature of the function performed by this 
ad hoc committee. With the exception of the Chairman, the right 
of a member to vote on a committee carries with it the obligation 
to take the minutes of meetings. 

e. Distribute approved copi-^s of all minutes as directed by the 
Senate. ^ • ^ " 

m 

f . Maintain liaison, in the course of its deliberations during the 
academic year, with the appropriate administrators and student 
bodies in otrder to insure adequate communication between the 
.administration and .the faculty. 
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2.685 

2.685 COMMITTEE REPORTS 

a. A written report of the activities of all-college standing cornnittees-^ 
* shall be presented by the chairnit.n thcrco^^ in person toward .the end ^ 

ot Xhe spring semester to ^he CcUege Faculty S^n^e together with 
tecommendations for continuing work. , The chairman of the College 
Faculty Senate shall extend invitations for personal presentation 
of the reports in cases where the College Faculty Senate wishes to ^ 
discusis a report with a particular chairman. \ 

b. *Other committee a.nd subcommittee reports will be submitted^is • ' * 
, directed by the Senate. « 1 " 

2.69 COMPOSITION AND DUTIES OF ALL-COLLEG E COMMITTEES 

— 9 > * 

a. All full-time faculty members arc eligible for appointment to 
standing and ad tfoc committees. - \ 

b. Members of the administration are appointed to these committees by 
the President as specified in paragraph 2.70 and Q^rve as. fully 
participating ncfh-voting committee members except, is otherwise stated. 

c. Officially elected or appointed students serve as members of com- 
mittees as specified in paragraph 2.70. m 

d. Chairmen of standing all-college committees shall be full-time 
faculty members elected by the mombers of the committees. The- 
Chairmen of the Curriculum Committee, Academic Regulation Comnittee » 
and Committee* on Professional Statvs shall tea( h one-fifth to 
one-fourth SLess thair usual teaching load.' 



SLess 
iiairn 



e. Retiring chairmen of standing committees shall call and chai^ the 
organizational meeting of the committees. • * 

f . Membership on all standing all-college committees shall be ' 
established before the end of the fall semeiter. (Approved by the 

, . President, 4/29/74.) ; 

2.70, COMPOSITION AND DITTIES OF SENATE^ JBCOMMITTEES I 
2.701 SENATE EXECUTIVE C(WMITTE£ ' 

a. The conmittee shall consist of four members: The Senate Phairman, 
, the Vice -Chairman, the College President, and one other Senate member 

chosen by the Senate. 

b. The commit te*e plans '^agendas for the Faculty Senate. 

/ " . 

c. The committee receives information from the President!, the Senate . . 
and the faculty concerning ^jidesirable college-wide fa<iulty meetings 

and conferences and develops* the plans and agendas f<ir these meet- 
ings and conferences. 
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2.702 SUBCOMMITTEE ON CONTRACTS, RANK, AND* TENURE 

a« This subcommittee shall consist of three members* of tlie Senate elected by 
the Senate, the Dean of the Faculty, and one tenured faculty member from 
each campus. The l^ter shall have three year terms staggered with the 
terra of the Dean of the F^cuUy. ^Modified by PAC, July 1, 1970)?^' 

b|k The chairman af the subcommittee is' authorized 6 hours released t^e each 
semester. ^(Approved by the President, May 23,-1972.) 

c, The subcommittee may call on any member *of t\je faculty or administ ration \ 
* for plirpos-es of consultation. 

d* The subcommittee shall review and approve or diaa^prove the r'ecommenda- " 
tions concerning ^the matters unde,r its jurisdEt^tiqn, including nomina- 
tions for inter-grade advancements on the evaluation salary schedule 
which it receives directly from. |aculty members or .department chairmen or 
heads o^ comparable units, and forward its decision to the President (or 

, to the campus dean, if so designated by the President) or, in c^^se of 
appeal, to the'Fatulty Senate. Also, recommendations concerning depart- 
ment chairmen originating from the. Campus iJean at Takoma Park or the 
Academic Dean af^ockville may be submitted directly to the subcommittee. 

" (Modifie<t4^z:-EAeV'July'2,' 1970) 

e. The subcommittee Shall review and recommend to the FacUlty Senate all 
substantive policy* matters. in the realm of appointment of new faculty 
members, contracts, rank, tenure, suspension, and separation of faculty 
members. - ' . " 

f. Any faculty member may apfcal, to the ?aculty^nate the recommendations 
.made to this subcommitte And decisions of X^}k subcommittee. (See 

• paragraph 3.328) (Modified by PAC, July 2, 19^0). \ 

2.703 SUBCOMMITTEE ON COMMITTEES 

^ • • . - 

a. Tliis subcommittee 'shall consist of three members o^the Senate elected 
by the Senate. 

' 

b. The subcommittee shall recommend to the Senate, the membership of per- 
manent all-college committees and all ad hoc committees, appointed by 
the Senate. 

c;* When called upon by the Senate, the subcommittee may recommend specific 
charges for assignment to ad hoc committees. 

?.71 COMPOSITION AND SPECIFIC DimES OF PERMANENT ALL-COLLEGE COMMITTEES OTHER 
THAN SUBCOMMITTEES OF THE SENATE 

2.711 CURRICULUM COMMITTEE 

a. Composition and Term of Office v 

(1) The composition shall consist of one member from each of the 
following areas: 

Mathematics and Science - Humanities 

0 

Social Sciences Library 
^ Student Personnel ' Physical^ Education 
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Each caxBpua: 0De^>t?4*f8^ faculty aenber and one student 



The two at-large faculty mcabero should be selected oy the ^nate 
from ffoong the above areas with a view to providing additional 
representation from areaa having a relatively greater number of 
faculty members. The students representatives shall be selected 
by their student senate axkl should not be president of their 
student senate* ' 

(2) .Because of the ektrcmely Important nature of this cooalt,tee's work, 

the comnittee's members should be selected on the basis of demon- 
strated, ability on other cooinittees. At least 50 percent of the 
members must hold tenure at the time of apppintment. 

(3) The Dean of the Faculty serves as a member of j:he committoe 
* in a non-voting consultative capacity. 

(4) The term of office of faculty members shall* be two years on an 

, alter^iatlnfe basis so that approximately half of the members are 

carried forward each year. (Approved by the President, April 29, 1974) 

b. mist * ' ^ ' 

(1) The coinnittee is responsible for receiving recommendations from all 
members of the college community, studying these recommendations, 
and making its own reconpendations to the Senate concerning: 

(a) New curricula, ne% courses, and certificate programs and courses. 

(b) Revisions or ellmiation of existing curricula and courses. 
<c) Changes ,in credit or contact hours for existing courses. 

(d) Establishing courses prc-requisites. ^ffi 

(e) Overview and approval of policies and procedures for all credit 
oourses . 

(2) AljL recoamendations by the committee^ should be' consistent with gen- 
erally accepted cpHege standards and should fit the total philosophy 
pf the College. . 

(3) If there is a gcnuipffe situation of urgency as determined by the 

' comnittee concerning a proposed course, special consideration should 
; be given to expediting the processing of the course. 

c. pyrocedure 

* \ ^ " 

(1) Any iftembet of the college, comnunity may submit a proposal regarding 
courses or curricula directly to the coconittM* 

(2) The department chairman of any department which may be affected by a 
, proposal submitted to the Curriculum Cocanittee mu'Ht be notified of 

Che proposal and provided with all the Information submitted to the 
^ committee. ■ . ^ ^ 
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(3) The campus dean shall be kept infortaed by the initiator of the 
progress of ^ proposal. 

(4) The committee may recommend approval of a proposal with any modi- 
fications which it considers appropriate or it may reject a 
proposal. All proposals from the college community must be 
submitted to the Senate for approval. Any proposal rejected by 

^ the committee may presented to the Faculty Senate for consid- 
eration. Rejection of the proposal by, the Senate is final for^ 
^hat year. * 

2.712 ACADEMIC REGULATIONS COMMITTEE 

. a. Composition and Term of Office 

(1) The committee shall be composed of five faculty members, the 

registrars, and a student from each campus. The faculty m'embers 
* shall be selected insofar as possible To provide proportional 

representation from the two campuses. The term of office of 
students shall be oner year, and of fac»»i*-y members, normally two 
years. Half of thefaritlty membership shall be carried forward, 
each year. ^ 

^ (2) The Dean of Student Affairs shall gerve the committee in a 

consultative capacity. 

i 

r 

b. Duties 

(1) Reviews existing academic regulations and prepares new regula- 
^ tions or changes to existing ones. ^ 

^ (2) Insures, in cooperation with the campus committees on academic 

appeals, proper and concictc^^L college-wide adherence to regula- 
tions. - ^ 

(3) Reviews college publication^ for consistency in presentation of 
published regulations and forwards '•^commenda tions to the 
, - persons responsible for these publications. 

* » (4) Submits its recommendations .through its cfiairmAn to the Faculty 

Senate for review. The Faculty Senate then forwards these 
recommendations together with its own recommendations thereon 
to the faculty for its consideration. 

2.713 CALENDAR COMMITTEE (PAC, September 24, 1970) 

a. Composition and Term of Office 

The committee shall be composed of four faculty**members ^ ^n adminis- 
trator appointed by the President, a member of the .staff appointed 
annually by the Staff Senate, and a student from eaclt^ campus . The 
faculty members and students shall be selecited equally from each 
campus. The te*rm of office of student^s shall be one' year and of 
faculty membera, two years. Half of the faculty membership shall be 
carried forward each year. (Approved by President, 10/22/71) 

*See^lso paragraph 5, Minutes of the President's Advisory Council, 4/9/73. 
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b. Ihitles . S 

' ^\ ■ 

The committee will review annually calendar criteria and guxdelines 

as stated in Section 6.07 of the Faculty Handbook and reconritend to 

the Faculty Senate by March 1st any modifications considered ' 

desirable as a result of changing concepts or experiences* 

(Approved by the President, April 29, 1974) 

• 714 comrnEE on the professional status of the faculty 

a. Composition and Term of Office 

The committee shall consist of nine full-time faculty members, and 
one part-tljpe faculty member. The full-time faculty mpmbers shall 
be 'Selected to provide proportionate representation from the two 
campuses. The term of office shall be two years on an alternating 
basis so that approximately half of the members are carried forward 
each year. The Dean of the Faculty serves as a consultant to the. 
committee, 

b. Duties 

Prepares recommendations on salary, fringe benefits, and other 
aspects of the economic status of the faculty, including class size 
and faculty load. 

.715 ACADEMIC OCCASIONS COMMITTEE \ ^ % 

a. Composition and Term of Office 

The coninitree shall consist of six faculty members appointed by the 
Senate,, the Dean of the Faculty, the Chairman 6f the Faculty Senate* 
thje Director of Internal Management and the Dean of Student 
Affairs. The term of office of the ap|iointed members shall be two 
years. Half the appointed membership ^shall bp appointed each year. 
In^addition, a student from each campus shall be appointed fer a 
one-year term. ^ 

b. Duties 

^. (1) Supervises the commencement exercises under the general direction 

Gt Lhe Dean of the Faculty who shall serve as college marshal. 
(See also paragraph 6.60) 

(2) Secures the speaker for commencement. 

^ (3) Recommends and plans for the celebration of other appropriate 

occasions. * 

(4) "Presents its budget to the Senate for review and forwarding to 
, the President. 
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2.716 LEGISLATIVE INFOHMATION COMMITTEE (Approved by the Dean of Administration 
(Acting fop the President in his absence), July 17, 1972) 

a. Composition and Term of Office 

The committee shall consist of five full-time faculty members appointed 
by the Senate. The t^rm of office of the appointed members shall be two 
years on att alternating basis so that approximately half of the members 
are carried forward each year. 

b. Duties 

(1) To collect and assimilate all matters of a legislative and 
educational nature which could affect the educational climate of 
the institution or the professional status of the* faculty. 

(2) ^ To distribute this information to the academic commxmity through 

newsletters whictf are normally published once ^ch semester. 
Additional newsletteta are published as the nedd arises. 

2.72 ^ CAMPUS ASSEMBLIES (President's Advisory Coxmcil, Decerf)er 20, 1973) 

a. Each campus community shall have an Assembly to. which facu^lty members 
are elected; to which students and staff representatives are selected 
in ^ manner determined their respective representative constituent 
groups aiiu of which th;; Campus Dean is an ex-officio member. 

b. The composition of* the Assembly shall reflect the fact that i^ the \ 
governance of the campus, the faculty's judgment is centrsl to 
educati'onal policy. To this end and in cooperation with students, 
faculty, administrators and staff, the Campus Dean shall develop* a ' 
governance statement covering the composition, organizational and 
operational procedures, structure and functions of the Assembly and 

its standing committees. Further, the facblty member^ elected to ^ 
'the Assembly shall constitute a grodp within the AsserabiV whose 
voting members consist i^njtirely of faculty members. . In making , 
determinations on matters not reserved t<J the Faculty Senate, 
this group of faculty members, on behalf of the campus faculty, 
shall act, independently of other members 6t the Assembly involving 
matters for which the faculty has primary responsibiVity. 

c. The Assembly Constitution shall conform to the provisions of the 
Faculty Constitution and other official policies of .the College.* 
Before being implemented, the constitution and any sttHictural. 
changes thereto must be approved by the full faculty 'of the campus 
and by the Campus Dean. The Campus Dean then submits the Assembly 
constitution and any subsequent changes to the President for final 
approval. . ^ 



* Guidelines in the "Statement on Government of Colleges and Universities" may be 
useful in implementing these concepts and practices. (Prepared jointly by the 
American Association of University Professors, American Council on Eduction, 
and the Association of Governing Boards of Universities and Colleges, 1966. 
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2.73 THE ROCKVILLF. CAMPUS ASSEMBLY ^Approved by the Dean of Administration (Acting 

for the President in his absence), July 10, 1974) 

2.731 GENERAL ROl£ 

; ^ 

a. The Campus Assembly represents the campus community in the governance, 

• of the campus in thuse areas in which administration, staff, students, 
arid faculty have a common interest. Matters specifically reserved to 
the Campus Faculty, Faculty Senate, Student Senate, Staff Senate or 
Campus Dean are not j^ithiri the jurisdiction of the Campus Assembly. 
*ln those areas in wllich the Assembly has juris'diction, no policy may 
be impletiented without the Assembly having the opportunity to 'make its 
prior determination. ,?uch determination by the Assembly is subject to 
neview^by the Campus Ifean, the President, and the goard of Trustees 
only. 'The power of find& decision is lodged in the Board of Trustees 
or delegated by it to the President or Campus Dean, and it shall be ^ 
exercised adversely under exceptional circumstances only and for 
reasons communicated in writing to the Assembly. The Assembly shall 
have, following such communication, an opportunity for further con- 
sideration ani further transmittal o# its views to the 'Campus Dean,. 

' the Prf-qident, or the Board of Trtfstees. 

bt Individual students, faculty members, administrators, and staff members 
,have the right to recommend dirpctly to the Assembly changes in existing 
poli<:ies and formulatiot^ of entirely new policies without interference 

* by any other member of the college cormiunity. Similarly, all members 

of the campu^ community have the right to appeal to the Assembly any • ^ 
matters for whic^ an as^enue of appeal is not otherwise provided. 

c. Before it makes' its determination in a matter, the Assembly may refer 
, the matter to any other existing group, establish such ad-hoc groups 

as it deems necessary, or ask fcrr the assistance of .any individual in 
arriving at a determination., 

d. Recommendations for changing patagrapht; 2.73 through 2.749 shall be 
submitted to the Assembly. The Assembly shall then obtain the view5^^ 
of the Student and Staff Senates regarding the changes and, after V 
consideration \)f the matter, forward its comments and recommendations 
to the full campus Faculty. The Faculty may approve the change, dis- 
approve it. or return it to the Assembly for further study and 

* modification. If the Faculty approves the change, it shall be tpr- 

warded to the Campos Dean for his approval and recotmendation to the 
President for final approval. 

2.732 FACULTY ROLE • • ^ • , ^ 

a. Because the judgement of the Faculty is central to* educational policy, 
those aspects of student life relating to the educational process^ 
academic matters^afnd matters affecting faculty status sliall be guided 
by the concepts as delineated in appropriate Board policies*, and are 
the primary responsibility of the campus Faculty^ except in those cases 
where the matter is ander the jurisdiction of the Faculty Senate. 
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*Thc Statement on Government of Colleges and Universities, prepared 
jointly by the American Association of University Professors, 
American Council on Education, and the Association of Governing 
Boards of Universities and Colleges, 1966, was accented by the ^ 
Board of trustees as a guideline ^for cqllege governance.- . 
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The fxi>t4ty member e elected ro the Assembly shall act lor the Faculty 
In fulfilling this responsibility. The faculty members of the Assembly, 
by a majority vote of faculty members present, may at any time refer ' 
a matter for faculty decision* to the full c.arapus faculty and the full 
campus faculty by a simplfe-majorlty vote may reverse or otherwise change 
^ any action bf its elected faculty representatives. For purposes of 
\ acting on. a matter referred to the full caripus faculty by the assembly 

\ .fatuity members, including 'the election of assembly faculty members, 

pr of reversing an action of its elected faculty representative, a 
quorum is defined as more than tifty oercent of the full-time faculty 
members of the Rockville Campus. For all other purposes associated 
with a duly-announced faculty meeting, a quorum consists of the full- 
.time cewipu^ faculty members present. Any action of the assembly 
faculty -menders may be questioned at any meeting of the full faculty 
of the :campus. A duly-announced faculty meeting is defined as a 
faculty meeting for which notice has been distributed to each faculty 
member through the campus mail system at least Xhree working days 
prior to V the- meeting. 

^ b, Determinitloh$^ by the assembly faculty members are, as stated above, 
subject 'to review by the full campus faculty. Beyond this review, 
. . ^ such determinations are subject to review by the Campus Dean, the 

President, acd the Board o'f Trustees only. The poWer of final 
decision of the President or Campus Dean should be "exercised adversely 
:ander exceptional circumstances "only and for Reasons communicated in 
writing to the assembly faculty members who shall have the right of 
further review and further transmittal of their views to the appro- 
^ priate party. 

^. The faculty members* of the Assembly are specifically charged with but 

not restricted to the following functions: 
♦ ■ 

(1) Develop campus policy and review and approve policies developed 
^ ^ .by other persons or campus groups affecting areas fomwhich the 

faculty has primary responsibility, and recommend the implementa- 
tion of that policy to the proper official ar body. No policy in 
these areas may be Implemented without the Assembly faculty 
members having the oppo;rtunlty to make their prior detiermination 
In the matter, ^' 

(2) Promote to the fullest extent ^practicable policies , procedures 
and a campus environment conducive to acadeqalc excellence and 

. human growth and development. 

(3) Call camp*us faculty meetings whenever they consider that such 

/ meetings are required, or by request of the Campus Dean, or upon 

written request of at leasfc ten percent of the full-time pampuS 
faculty members. ^ ' 

• * 

(4y Maintain close communication with the Faculty Senate and recommend 
to the Faculty Senate any matters that have college-wide Impll- 
' cations. 

(5) Appoint from among the campus faculty a first and a second . 
parliamentarian. At campus faculty meetings, the first parlia- 
mentarian shall decide all questions regarding the rules for 
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conducting the; meeting. In. his absence, the second parliamen- 
tarian shall perform this function. 

App6int faculty members to commit tees as required herein. 
2.733 FUNCTIONS OF THE ASSEMBLY 

The 'Assembly directly or through its comraittJees: , • , 

a. Advises the Campus Dean concerning matters affecting the day-to-day 
operation of the Campus. ♦ 

b. Conducts a continuing review of the campus organization, procedures, 
regulations and other means of implementing policies and a thorough 
review at least triennially with a view to ^c^.easing the efficiency 
and effectiveness of campus operations, anif' ensures that the generaJL 
organization promotes academic excellence and the concept of shared 
authority at all levels J.n the' governance of the campus. 

c. Serves as the group to which all members of the campus community may 
bring' matters of conoern for^ appropriate action. 

d. Develops policies concerning the use of campus facilities. 

e. / Reviews, approves ^d recommends the implementation of campus policies 
*as specified tn Sections 2.741 through 2.749. 

f. . Appoints such committees as it considers appropriate and charges 

these committees with the tasks to be performed. \ 

g» Appoints members to cbinmitLees and appnlnts conmlttee chairmen as 
specified herein, ^ 

/ 

Servesi^s an appellate body as specified herein. 

i. Performs such other functions as it may find necessary in order to 
assist in achieving the objectives of the College. 

2.734 COMPOSITION, VOTING, AND MEETINGS ^ 

a. The Assembly is composed of ' twe|Ve full-time faculty members, three 
students chosen in a manner determinated by the Student Senate, three 
staff members chosen in a manner determined by the Staff Senate, 
and the Campus Dean who is an ex-officlo, non-voting member. 

' ^h. Each member including the chairman of the Assembly but excluding the 
• . Campus Dean shatl have one vote. A tie vote on any m&tion defeats 

'the motion. No motion requilres a seconding^ motion. Votes on each • 
taction shall be recorded in the minutes by number only as faculty' 
votes, student votes, and staff -votes. 

c. The Assembly shall meet on the dates or days determined by its member- 
ship and at, such other times at the call of its chairman. The chairman 
must call a meeting upon vnritten request of at least ten percent of the 
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full-time faculty members of the Campus or six members of the Assembly .. 
or at the request of either the Student or Staff Senate or the Campus 
Dean* 

d. The approved minutes of each meeting shall be distributed to each 

plember of the campus faculty and administrative stai&; to each member 
of the following senates: Facility Senate^ Student Senate, Staff 
'Senate; and to such other parties as the Assembly may direct. 

^ e« All sessions o^ the Assembly, except executive, sessions, shall be open, 

f. Executive sessions are sessions at which the ptocfiedings are secret. 

A motion to go. into executive session m^y be made by any member of the 
Assembly. The! motion is adopted by a 'majority vote 4pf voting members 
present. Only members, voting and non-voting, and special invitees are 
allowed to att^end an executive session. The determination of whether 
fi non-member is to attend an executive session shall be ^y majority 
vote of voting members present. Every person present at an executive^ 
session is honor-bound no^ to divulge afiything that occurred during the 
session. If i^inutes are kept of an executive session they must be 
read and actep upon only in executive session. 

g. A quorum shalk exist when nine voting members are present at a duly 
announced assembly ^meeting. 

i 
I 

2,735 SELECTION OF MEMBERS AND TERMS OF OFFI/CE 

fL. The student rfiembers of the Assembly are appointed by the Student 

•Senate for one-year terms with the right of reappointment for an ^ ) 
additional one-year period. The sLudtnt triemb.ers appointed by the' ' 
Student Senate must be full-time students. If at any time during 
W^period of assembly membership," a student fails to maintain a 
fuTl-time course load or fails to maintain a cumulative grade-paint 
average of at least 2.0, he shall lose his assembly membership. 
The Student Senate shall appoint a quaflifled teplacement. 

*b. The staff members of the Assembly selected in a manner determined 
by the Staff Senate aerve a two-year term. They are eligible for 
» ' selection for a successive two-year term. Thereafter, at least 
\ pne year must elapse before they are again eligible for selection. 
To be eligible to serve on the. Assembly, a staff mepib^r must be a 
full-time staff member on the Rockville Campus and must have com- 
pleted at least two years of service- at the College. 

The faculty members of 'J^he Assembly are nominated and elected by th^ 
full-time faculty, member^ of ^the campus for two-year terms. They are 
eligible for nomination aiid* flection to a successive two-year tex^n. 
Tljereaftier, af 'least one yeij^riimust elapse bgfore the faculty member 
il again eligible for nomtn^^j.on and election. The nomination and 
election procedures are as* follows: ^* 

(1) Thfe election of faculty assembly members shall be held approxi- 
mately four weeks prior to the last. day of classes in the spring , 
semes-ter. 
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(2) No later than two weeks before the election the chairman of the 
faculty racmbors of the Assembly shall prepare and distribute to 
afl full-time faculty members of the campus' a nomJnatii^g ballot • 
listing the names, by campus departments, of al\ faculty members 
who are completing at teast two years of full-time faculty 
service with the college, except that the names of faculty members 
in the following categories shall, be excluded: 

(a) Assembly members who are completing the second consecutive 
two-year term op the Assembly, 



(b) 



Assembly and senate members with ^unexpired terms. 



(c) ' Facu^lty members who have informed th^ chairman, of the assembly 

faculty members that; fhey do not desire to be nominated, 

(d) Faculty members of a depdrtm'ent already having two members 
who will be serving on the Assembly during the* period for 
which nominations are being made. No more than two 'members 
of any'department may'sefve on the Assembly at one time, 

(3) From among the names on the ballot,\cach faculty member shall 

>^ • designate six faculty members whom hi desires to represent him 

on the Assembly and forward his balldtt to the chairman of the 
Assembly faculty members. 
* ^ 

(4) The assembly faculty members shall then prepare an election ballot 
by: 

(a) Listing alphabetically the nair.es of the twelve nominees 
receiving the highest numb£:r of nominating votes, except 
that a maximum of one person from any one department may 
be listed. 

(b) Selecting three additional nominees from eligible faculty-at- 
large, observing tHe limitation of a total 6f one nominee 
from any one department, 

\ 

(c) Distributing the election ballot at the faculty meeting held 
for the purpose o'f electing members to the Assembly. 

<5) At the election meeting, each full-time faculty member shall 

desigViate six of the fifteen names on the ballot as his choices . 
for as.sembly membershij^. If a full-time faculty member is unable 
to be* present at the election meeting, he may designate a proxy 
to cast his votes. In a signed memorandum to the chairman or 
* other faculty member presiding at the meeting, the ^faculty member 

shall designate tHe person* who is to serve as his proxy. 

(6) Faculty members designated by the presiding faculty member shall 
collect and count the votes. The six nominees receiving the 
highest numbers of votes are elected to assembly membership. In 
the event a tie vot^ involving two or more nominees prevents the . 
election of six members, the faculty shall vote again to, break 
the tie between the nominees who received tie votes. 
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d. In the event an 'assembly faculty member resigns, or Is unable to serve 
for any reason, the replacement shall be the next qualifying nominee 
who teceived the next highest number of votes on the election bal|,ot 
(ties to be broken by vote of faculty ♦ssembly members). In the event 
other 4i88embly members .^are unable to aerVe, theiV appointing bodies 
shall' select replacements • 

t . * ' 

e. 'If a faculty, member la absent, from a total of three regular assembly 
meetings during one semester, unless, he is also absent from his • W 
regular duties at the College, Tie shall be. dismissed from the^ A-ssembly. '\ 
The replacement shall be the next qualifying nominee who receive^^the 

• next highest number of votes on the election ballot (ties to be bi^o^en 
by. vote of -assembly faculty members). If other members of the Assembly 
are absent excessively^, the assembly chairman shkll request thef^ 7. 

appointing bodies to make a replacement. ^ ^ 

■■ — — 

2. 736 OFFICERS OF THE ASSEMBLY 

a. A chairman and a vice chairrain of the Assembly shall be^ected in the ' 
manner prescribed for the election of c^iairman and vice chairman of. 
t;he Faculty Senate (see para. 2.665b of the Faculty Constitution). 

b. The assembly chairman shall preside at all meetings of the Assembly at 
which he is present. In the event the assembly chairman -is absent, * 
the vice chairman shall preside and perform all 'other functions 
normally falling to the chairman. If neither the chairman nor Vice 
chairman if present, the Assembly shall elect a. temporary chairman to ^ 
trteside. ^The chairman shall publish the agenda for each assembly 

^ » meeting and arrange for its distribution a^fter ensuring that all items 

f . which assembly members have requested co be placed on the agenda are * " 

listed or are included in an early subsequent agenda. Subjects not 

• on^the agenda may be taken up on approval of a* majority of the members 
present pnly. 
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The chairman shall announce the first or organizational meeting for 
each assembly committee for which. a conmittee chairman has not been 
designated. This announcement shall be made before the end of the 
spring semester. 

d. For the purpose of calling and conducting meetings for discussing or ' 
- acting upon matters which are primarily a^ responsibility of the faculty, 
the assembly faculty meqtf>ets shall elect a chairman from among their 
membership. In the event the assembly chairman is a faculty merabei;, 
he shall serve as chairman of the assembly faculty 'members. 

2.74 ROCKVILLE CAMPUS ASSEMBLY COMMITTEES 
General 

Campus assembly committees exist to serve the needs of the individual mem- 
bers <jf the campus community and are primarily responsible to the Campus ^ 
Assembly^ Unless otherwise stated In this document, they report to the 
Campus As.seVbly only. Membership on standing assembly committees shall be 
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established before the end of each spring sexneater. Preference for 
membership shall, be given to persons who are npt serving on an elective 
body and who possess expertise in the matters under the cognizance of the. 
specific committees. Having been/assigned to a comn^ittee, the member is^ 
expected to serve a full term. He may, however, for compelling profes- - 
/ sional or personal reasons be released from the assignment by the body 

which appointed him. Member's of standing assembly committee's are voting 
members unless the section of this document establishing the committee 
indicates otherwise. Unless otherwise stated herein, a tie vote on any 
motion defeats the motion. Faculty and staff, members on committees may be 
reappointed, for an unlimited number of terms. Chairmen of committees should 
request replacement for faculty, students or staff members who absent them- 
selves from committee meetings excessively. The word "Faculty" in this 
document means a full-time faculty member of th.e Rockville Campus unless 
otherwise specified. ^ ^ 

b. Standing Committees 

(1) Academic Appeals Committee 

(2) Administration and Organization Committee , ' ' ^ 

(3) Campus Center Committee 

(4) Educational Resources Committee * 

(5) Facilities Coninittee ^ 

(6) Student Activities Coinnittee 

(7) Student Athletics Conmittee 

(8) Student Rights and Responsibilities Conmittee 
, (9) ' Traffic Regulations and Appeals Conmitftee 

' c. Ad Hoc Comittees 

The Campus Assembly shall appoint such ad hoc committees as it considers 
necessary and shall give thfese committees specif i c charges to fulfill. 

Dutiesylncumbent on All Campus Ass^bly Standing Committees 

* (1) * Hold their initial meetings before the end of the spring semester. 

. 

(2) Meet at regularly scheduled and publicized times so that interested 
^ members of the college coiiiminity may attend the meetings. 

.(3) Work toward improving the climate for learning, academic excellence, 
and growth of the individual. 

(4) Ensure that meetings, 'except those in executive session, arc open 
meetings. 

(5) Follow Robert parliamentary procedures at all meetings unless com- 
' mittee members agree otherwise. 
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(6) Keep minutes and submit approved copies of all minutes to the Assembly, 
and make further distribution as the Assembly may direct. 

4' 

(7) Maintain liaison with appropriate administrators and student and staff 
bodies^in order to ensure adequate communication among the members of 
tl\e campus community. 

(8) Unless otherwise stated in this document, elect their own chairman. 

(9) Uiiltss otherwise stated in tKis document, the committee members Qf each 
committee each year shall determine what percentage of the membership 
constitutes a quorum/ , 

I*' * 

(10) Submit a written report of the committee's activities to the Assembly 
not later than six weeks before the last day of classes in the spring' 
semester. 

^ s 

741 kCAmHC APPEALS COMMITTEET 
a. Gene^ral 

The Academic Appeals Corr:ittee is responsible for judging student appeals 
regarding academic status at the Rockville Campus of Ine College. 

b* Composition and Tenure 

» (1) Thce Academic Appeals Committee shall consist of six members: four 

* faculty members appointed by the assembly faculty members, one studej^ 
appointed by the Student Senate, and the Dir^tor of Admissions and' 
Records. The Assembly shall ;'ppoinL one of tpe Committee's faculty 
members as chairman of the conmiitee. 

• * " 
(2) The Director of Admissions and Records is an ex-officio, «on-voting 
membeL of the committee. The term of office ol the faculty Ttrembers 
shall be two years and of the student member one ye^^r. The assembly 
faculty members shall appoint the faculty members in such a way that 
two of them are continued on the conmittee each year. 



(3) Committee members who are a party to an appeal aro disqualified from 
hearing and acting on that appeal. 

c. Functions 

(1) Promotes academic excellence by ensuring proper applicalic^n o'f academic 
regulations. 

(2) Judges written appeals only. Appeals must include a letter from the 
student*, and, in the case of appeals regarding grades or academic 
regulation,, the opinions of those faculty members, including the 
academic advisor and counselor, directly involved in the matter being 

» , ap'pealed must be included. 

(3) Under no circumstance nay the Committee change the grade of a student 
without the concurrence of the ins^tructor involved or the appropria*tc 
department chairman if the instructor is not available. 
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However: The Committee is charged with hearing all appeals of grades 
in which it is the belief of the student that the grade does not 
represent "correctly his performance in the course. The appeal must 
be submitted in writing with substantiating evidence. Prior to the 
submission of an' appeal the student must have appealed to the instructor 
and the appropriate department chairman or a committee of tRreo members 
^ of the department appointed by the chairman. After hearing the, appeal, 
the Academic Appeals Committee advises the department involved of 
its recommendation for action by t|iat department, which may include 
changing the ^ssigned grade. ' ^ . 

^* Appeals fi;om the D ecisions of the Academic Appeals Committee 

Students and faculty ^^lembers may appeal the decisions of ' the Academic Appeals 
Committee to the assembly faculty ^members. Generally, the assembly faculty 
niembers will hear appeals only in cases where the due process procedure 
is ir. question. Should the assembly faculty membe?:s decicje to hear an 
appeal, they may concur in the decision of the Appeals Committee, they may 
retiixn the matter to the Appeals ^Committee for further information or 
• investigation,* or they may t^everse the decision of the Appeals- Conrnittee. 
This last action should be taken only under the most unusual and compelling 
circumstances and jjnly after consultation with the members of the Appeals 
Cqmmittee. 

Ikl ADMINISTRATION AND ORGANIZATIOIJ COMMITTEE 
a- General 

The Administration and Organization Committee is the Assembly' s 'agent for 
providing recommendation and assistance in tha area of human and material 
resource use. 

b. Composition and Tenure ^ 

(1) The Administration and Organization Committee shall consist of eleven 
members as follows: five faculty members appointed by the assembly 
faculty meitfcers, two administrators appointed by the Campus De*aA. tyo . 
staff members from the Rockville Campus appointed by ^e Statf Seiiate 
and two stydents appointed by the Student Senate. They^Asserably shall 
designate the, chairman of the Administration and Organization Committee. 

(2) The terms of office for all members, except the student members, shall 
be three years. The terms of office of the faculty, administrators and 
staff members shall expire simultaneously. The term of office for 

the student members shall be one year. 

% 

c. Functions ^ 

*» 

Reviews the implementation of campus policies, and procedures tb 
determine whether the policies of the Board of Trustees, the pro- 
visions of the Faculty Constitution, approved motions of the Faculty 
Senate and/or Campus Assembly are being observed. The Committee • 
will report its findings and any recommendations it might have to the 
Campus Assembly. , 
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(2) Acts as a point of reception and focus for suggestions from all 
member^ of the camgus community regarding -matters affecting* the 

, budget and the administration and organization of the (Jampus. 

(3) Reviews the annual budget of the Campus. To this end, the Chairman 
of the Committee or his designee may at his discretion and with the 
permission of the Campus Dean sit with the Campus DeUn*s budget 
advisors when categories of the budget are discussed. The Committee 
shall report its activities, conclusions, and recommendations to the 
Assembly. 

(4) Reviews with the Academic Deaiv at least semi-annually the assignment 
of all released time and other special faculty assignments and for- . 
wards .'its findings to the Assembly. < 

'(5) As appropriate, and at least every three years commencing with the 
committee in office In the fall of 1975, the Committee shall conduct 
in cooperation with the Campus Dean a thorough analysis of any problems 
involving the organization and management of the Campus. It shall 
"elicit concerns and recommendations from appropriate segments of the 
campus community, and report its findings and recommendations to the 
Assembly. ^ 

CAMPUS CENTER COMMITTEE 

a. General 

The Cainpus Center Committee is responsible- for developing and recommending 
the implementation of policy affecting the operatimi of the Cainpus Center. 

b. Composition and Tenures 



(1) 



(2) 



4 

The Campus Center Committee shall consist oi four students appointed 
by the Student Senate, two faculty members appojnfed by the assembly 
faculty members, two staiff mcmbf*^5j appointed by the Staff Senate from 
the Rockville Campus, and the .C^pus Center Director who shall serve 
as an ex-officio member. nNo more than two of the student members may 
be members of the Student Senate. 

The term of office of the student members shall be one year, of the 
faculty ^and staff members, two years. The student members may be 
reappointed for an additional 6ne-year term. The faculty and staff 
members $haH be appointed so that half of them take office each year. 

C. Functions 

(1) Reviews and develops policy with the Campus^Center Director on all 
matters concerning the operation and budgeting of the Campus Center, 

(2) Reviews arid discusses rcciommendations, changes, and suggestions which 
' ' are submitt;.ed by the faculty, staffs and students concerned with the 

operation and budgeting of the Campus Genter. 
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744 EDUCATIONAL RESOURCES COMMITTEE 

a. General • 

• * 

The Educational Resources ComraitteQ is primarily responsible for reviewing 
and repoiranending priorities concerning the Educational I^esources budget, 
and for reviewing and suggesting objectives and' policies to th^ Campus 
Dean for the overall direction of the Educational Resources Unit, avoiding 
^ involvement in operating decisions. 

b. Composition and Tenure ^ * ^ 

(1) The Educational Resources Committee shall consist of ten members: one 
faculty member from the career area; one faculty member from the 
transfer area; one faculty member from the Student Personnel Depart- 
ment; four faculty members at large, exclusive of faculty members of 
the Educational Resources Unit; one student; the Academic Dean; and 
the Director of Educational Resources. The appointment of the faculty 
members and the student memb^er shall be made by 'the faculty members, 
of the Assembly ^d the Student Senate, resp^ectively. The Academic 
Dean and the Director of Educational Resources shall serve as ex- 

^ officio members. Neither the Academic Dean nor the Director of Educa-^ 
tional Resources may serve as chairman of the Educational Resources j 
Committee, 

^ (2) The term of office of all members except the student member, the 

Academic Dean, ahd the Director of Educational Resources shi^ll be two 

years. The student member shall serve for one year and may be 

reappointed for a second one-y^ar term. The faculty members shall, be 

appointed so that at least three and not more than four of them take 

office each year. ' - ' 

* > 

c. Functions . * " % 

(1) Reviews and recommends the objectives and 'policies developed withiiv the 
* Edncational Resources Unit and recommends objectives and policies J^L 

the Educational Resources Unit which ^the Committee believes will hO^ 
ensure effective coordinatfon of educational resources activities with 
the activitlfis of the academic departments and other campus ynits. 
All educational resources unit guidelines should be consistent with " 
the following statement first issued by the Campus 6n 9 December 
1971 and subsequently amended: ' 

The faculty, through the cognizant academic departments, afe 
^ , primarily responsible for planning, writing, conducting*, and 

♦ evaluating all ins.tructional programs with the assistance and 
support, where appropriate, of the educational 'resources 
faculty and staff, and -the Office of Institu tlonaJ^^Research. 

(2) Reviews and recommends to the Campus Dean' action concerning the budget 
of the Educational Resources Unit. 

f * ' <• 
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(3) Kevifews for feasibility and reconwands the priority of each major pro- 
ject for which assistance or jr^soyrces of Ihe Educational Resources 
Unit ha$ been requested and for each project referred to it by cither , 
the Chairman o£ the Learning Resources Department or the Chafirman of 
the Library Department. The priorities established within the limi- 

> tations of available resources constitute the official recommendation 
"* to the Campus Dean concerning project priorities. 

(4) Evaltiates the performance of the Educational Resources Unit with 
respect to: 

(a) Fulfillment of the objectives established for the unit 

(b) Adherence to approved policies 

(5) Actively seeks opinions and recommendations of members of the campus 
commCinity concerning the effectiveness of the various educational 
resources activities. 

(6) Develops committee procedures for determining pe^riodically the major 

' * demands'* of units of the Campus Community for the utilization of educa- 
tional resources facilities, personnel, and materials. ^ * 

. (7) Considers conflicting claims involving the utilization of educational 
resources physical facilities, personnel, and materials, and, where 
appropriate, recommends such compromises between claimants, as 
practicable. 

745 FACILITIES COMMITTED • 
a. General 

The Facilities Committee is responsible for developing and recommending 
Implementation of Qampus policies regarding facilities, reviewing facility 
plans,' and tnaking recommendatiotVB concerning the use of campus physical 
facilities. 

; . b. C omposition and 'i>nure ^ 

— ^ \t 

fl) The Facilities Comnittee .shall consi<;t of thirteen members as follows: 
One. faculty member from the technical program area, one faculty member 
fjrom the educational resources area, one faculty member from the 
physical education area, two' faculty members from areas other than 
those listed abo^^e, four students appointed by the Student Senate, 
two staff members appointed by the Staff Senate from the Rockville 
CampQs, the Campus Facilities Director, and the Director of Student 
Activities. The faculty members are appointed by the faculty members 
* of the Assembly. 

(2) The term of office for all members shall Be two years except that the 
Campus Facilities Director and the Director of Student Activities 
are ex-of f icio members, and the student members serve for one-year 
* with the right of reappointment for a second \)ne-year term. The 
faculty and staff members shall be appointed so that not less than 
two or more faculty members and half >the ataff members ^take office 
in any year. 
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c. Functions 



(1) Receives cotments and reconnieAdatioas from all members of the campus 
comnunity concerning the ar^e^s for which the committee is responsible. 



(2) 



recommends actions designed to biding facilities 
into existence wherd its studies indicate svch facilities are 
required, ^ » * , 



(3) Investigates complaints and recommends whatever action is necessary 
to remedy deficiencies revealed by its investigations. If unable to 

*- achieve a correction, makes a full report to the Campus Assembly for 

' * its. appropriate action. . * 

(4) Reviews all plaW for facilities, including outside walks and toads, ' 
to ensure, inso'far as practicable, that their design will promote ttte 
educational effcrt, esthetic appearance, ecological factors, and the 
efficient operation of the campus, •c* • 

2.746 STUDENT ACTIVtciES CCmiTTEE- - 

a. General , , ' " ^ 

The Student' ActtJsLties Committee i$ responsible for maintaining a: balance 
among the various Xtudent activities, and for recommending the budgets for 
these activities to the Student Senate. Additionally, tMs cotnnittee 
reviews policies governing istudent publications and serves 'as an apjjeHate 
bodyin matters pertaining to student activities, other than athletiqs, 
supported by the gtudent actiyit^^fee. 

b. Composition and Tenure ^ 

(1) The Student Activities Committee shall .'consist of eleven members as 
follows: five students appointed by the Student Senate; four faculty 
^members appointed by the assembly faculty members; and, .serving as ' 
' nbn-vot:ing, ex * officio members, the Associate De^an of Students an^. 
the Director of Student Activities. 

X (2) ^o^^ of the appointed coramittfee faculty members may be assembly 

members,, coaches, or sidvisors of any student organizations.. None of 
- tl\,e student raembers^may be Student Senate members, /editors of funded 
student publications, oj: officers of any other student organization • 

(3) The term of office jof the student members is one year; th%y may be 
reappointed for a second one-year term. The term of office of the 
faculty members is two years; they shall be appointed so that half of 
them take off j.ce each year. . . 

(4) The Associate Dean of Students shall serve as chairman. ^ 

c. Functions , » • ^ X 



(1) (a) To ensure the quality of student life, the Student Activities 
H Committee will analyze the effectiveness of the existing, student 

acl:ivitics and recommend expansion of student programs to 
accommodate identified student needs. 
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(b) Reviews budget requests from all non-athletic student-activity 
organisations, makes whatever changes it deems necessary to 
assure a budget that meets student needs for a complete and 
balanced program, and forwards its recommendations to the Student 
Senate, with copies to the Campus Dean and to the chairman of the 
. Campus Assembly. 

^ (c) The Student Senate may not add to this budget in any manner, and 
it may not delete or reduce any itefa in the proposed budget. It 
may return the budget to the Student Activities Committee with 
a request to adjust the total amount to a specified level in 
order to assure program balance among the areas funded by- the 
student activities fee or for the purpose of matching tha total 
appropriation made by the Student S e na t e w i th th e ava i 1 ab 1 c 
. resources. The Student Activities Committee, after receiving the 
recommendation of the Director of Student l^ctivities regarding 
the Student Senate's aption, retains responsibility for deter- || 
mirjing which items will*i)e deleted or adjusted- ft order to meet 

, the level requested by^ the Student Senate. 

(d). Any member of the Student Activities Committee, including thej 
Director of Student Activities, may appeal any budgetary decision 
by the Student Senate or the Student Acdivities Committee to ;jhe 
Campus Assembly. 

(2) Reviews or develops aivd- submits* via' the Student Senate and the Assembly 
to the Campus Dean forMiis apjiroval all statements regulating, author- 
izing, or otherwise establishing policies for the creation and opera- 
tion of activities, other than athletic activities^ supported by the 
student activities fee. 

(9) Advises the Associate Dean of Students concerning matters affecting 
student activities. 

(•^) Recommends the release of funds from the Student Senate * s Surplus Funds 
Account by majority vote of the members of the Student Activities 
Committee, for recommendation by the Studen^t Senate and for review and 
approval by the Campus Dean. 



(5) The Campus Dean is responsible for the approval and overall adminis 
tion of the campus student activities .budge t,'^^ and for appropriate^ 
recommendations to the President, in accordance with Board policies 
and administrative regulations. 

2.747 STUDENT ATHLETICS COMMTTrEE |^ 
a. General 

The Student Athletics Committee is responsible for maintaining a balance 
among ^the student intercollegiate and intramural ^thletic programs and 
for recommending the budgets for these' athletic activities to the Student 
Senate. Additionally, this committee' serves as an appellate body in 
^atteVs pertaining to all studem atjiletics supported by the student 
activity fee. 
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b. Composition and Tenure 

(1) 5he Student Athletics Committee shall cbnsist of twelve members as 
follows: five students appointed by the Student Senate; four faculty 
members appointed by the assembly faculty members; and, serving as 
npn-voting, ex-officio members, the Academic Dean, the chairman of 
the Department of Physical Education, and the Director of Athletics. 

(2) None of the appoint;ed cotnnittee faculty members, may be assembly memr 
bers, coaches, or advisors of any student organizations. None of the 

^ stydent members may be Student Senate members, editors of fund<2d 

student publications, or officers of any other student organization. 

(3) The term of office of the student members is one year; they may be 
reappointed for a second one-year term. The term of office of t^e 
fax:ulty members is two years; they shall be appointed so that half of 
them take office each yea^. v 

(4) The Academic Dean shall serve as chairman. 

c. Functions , ^ ^ 

(1) (a) Reviews budget requests for all Varsity and intramural programs, 

including cheerleaders, to assure a budget that meets student 
needs' for a complete and balanced 'program, and forwards its / 
recommendations to the Student Senate^ with copies to' the Campus 
Dean and tb the chairman of the Campu^ Assembly. 

(b) The Student Senate may not add to thil budget in any manner, and 
it may aot delete or reduce any item /in the proposed budget. It 
may return the budget to the Student/Athletics Committee with 

a request to adjust the tptal amountf^to a specified' level in 
order to achieve program balance amongf the areas funded by the 
student activities* fee or for the purpose of matching the totnl 
appropriation made by the Student Senate with the Available^ 
re\>enues. The Student Athletics Committee, after receiving the 
reconmendation o.f the Director of Athletics regarding the 
Student Senate's action, retains rest)onsibility for determining 
which items will be deleted or reduced in order to meet the 
level requested by the Student* Senate. 

(c) Any member of the Student Athletics Committee, including the 
Director o¥ Athletics, may 'appeal any budgetary decision by the 
Student Senate or the Student Athletic Committee to the Campus 
Assembly. 

(2) Reviews or develops and submits via the Student Senate knd the Assembly 
to the Campus Dean for his approval all -statements regulating, 
authorizing, or otherwise establishing polities, exclusive of policies 
concerning athletic personnel, for the creation and operation of all 
varsity and intramural athletic activities (including cheerleaders). 



4 
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(3) Approves thq^ proposed schedules of competitions for the varsity and 
intramural athletic programs as well as tournament competitions. 

(4) Releases funds from the Tournament Account upon the request of the 
Director of Athletics. ^ 

(5) Serves' as the appellate body for disputes regarding the interpre- 
tation or application of policies concertjing studefi}. athletics. 
The adjudicatory decisions of this committee, including recommenda- 
tions to freeze previously approved appropriations*>l are subject to 
review by only the Campus Dean, President, and Board of Trustees. 

, An;^ member of the campus community may request a. decision of this 

committee regarding student athletic activities. 

(6) The Campus Dean is responsible Jror the approval and oveidll ;iHinini<;- 
tration of the campus athletic budget, and for appropriate rec<»mi.»enda 
tions to the President, in accordance vith Board policies a.id 
administrative regulations. 

2.748 STUDENT RIGHTS AND. RESPONSIBILITIES COMMlflEE /, 

a. General ^ ' ' ' 

The Student Rights and Responsibilities Committee is responsible for 
developing and recommending the implementation of campus policies con- 
cerning student rights and responsibilities, and for adjudicating cases 
under its jurisdiction. ^ 

b. Composition and Tenure 

(1) The Student Rights and Responsibilities Committee shall consist of 

four students ap;pointed by the Student Senate and four 'faculty members 
appointed by the faculty member^ of the Assembly. Only one of the 
students may be^ a member of the Student Senate. ' One faculty member 
shall be appointed from the Student Personnel Service. 



i 

(2) The term of office of the student members is one ye^r. They may 

reappointed for an additional one-year term. The term of office o^ 
the faculty members is two years. , They shall be appointed so that at 
least one-half of them continues in service each year. 

c. Functions • ' 

Xl) Develops campus policies, except traffic and academic regulations, 

regarding student rights and responsibilities and .s^ubmits them to the 
Aj^sembly for review and further submijssion Vith appropriate recom- 
mejjd^itions to the full campus faculty and Student Senate. After -the 
full QAmpus faculty and Student Senate have acted upon them, they 
are? forwarded to the Campus Dean for his approval, ^ 

(2) Performs the functions specified in Academic kegulations (9.85) 
regarding alleged cheating and plagiarism or the resultant grade 
action as they occur. In incidents regarding final, grade action, a 
report of the cheating or plagiarism incident will be sent to the 
Academic Appeals Committee for its deliberation and recommenclation. 
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(3) Adjudicates cases involving serious disregard of college regulation^ 
as referred to it in accordance with the judicial process presented 
in the Handbook on Student Rights and Responsibilities . 

(4) Adjudicates cases of unfair grading or discriminatory treatment as 
they occur. • • 

(5) Adjudicates cases in which any student feels his college rights have 
been violated or his college responsibilities have been interfered 
with. 

r 

(6) During the academic term any student, faculty or ^taff tii§mber may 
bring in writing before the committee matters which fall under the 
functions above. Matters of discipline and alleged serious disregard 

.6f college regulations may be brought direct^ t^. the Cotrmittee. In 
cases involving academic matters, the petiti^i^r must exhaust the 
avenues of review through the faculty member involved and the depart- 
ment chairman before bringin| the case to the Jtudent Rights and 

* Responsibilities Committee. If the, commi-ttee so desires the Academic 
Dean may also be requested to submit a written opinion of * the casa. 
All procedures and due process methods must be in conformity to those 
printed in the Montgomery ^College, Rockvitl^ Campus, Handbook on 
Student Rights and Responsibilities . After' hearing the. appeal, (as 
defined in (4) above) the Committee advises the department Involved of 
its recommendation for action by that department, which may include 

* changing the assigned grade, ^ 

2.749 TRAFi^IC REGUIATIONS AND APPEAR COMMITTEE * ^ 

a. General ^ 

The Traffic Regulations and Appeals Committee is responsible for developing 
and recommending the implementation of traffic regulations and adjudicating 
appeals with the purpose of' promoting pedestrian and vehicular safety, 
insuring access of 'emergency vehicles, and making the parking facilities 
^he campus available equitably to all members of the campus community. 

. 

b. CoiTiposition and Tenure 

>» • 

(1) The Traffic Regulations and Appeals Comnittee shall consist of two 

students appointed by the Student Senate, one faculty member appointed 
by the assembly faculty members, one staff member appointed by the 
Staff Senate from the Jlockville Campus, and one administrator appointed 
by the^ampus Dean. The Director of Security and Safety is a non- 
voting^ ex-officio member who shall attend committee meetings except 
when the committee is hearing appeals (unless presenting information 
at the request of the Committee) . 

(?) The term of office of members shall be two years except that the student 
. > members shall serve foi: one year and may be reappointed by the Student 
Senate for a second one-year term. 

■ ■ J . 
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Fungt 



ion<: 



(1; Reviews and develops traffic regulations for cubmiasion to the 
Assembly for its review and further submission to the Campus Dean 
for approval. t - * 

(2) The Traffic Regulations and Appeals Cemmittee is empowered by thi 
Assembly to act in its behalf as the Campus Traffic Appeal Board. 
. Actions of this Board shall be final, except in cases wfiere^ the 
appellant can show that the appeal wa^ Jiandled with discrimination 
or contrary to established policies and' procedures. In these 
cases the appellant shall submit ifr writing all pertinent facts 
to the chairman of the Assembly for action by that body. 




(Reverse side ts blank.) 
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, CHAPTER III 

V* 

PERSONNEL ADMINISTRATION: PROFESSIONAL PERSONNEL* 



3.00 GENERAL 

a. This chapter describes the policies* and procedur.es applicable to the 
adminisl|ration of the professional personnel of the College, Pro- 
fessional personnel are defined as those who are employed as fuU-^ 
or part-time faculty members or as members of the administration, ' 

b. Policies and procedures pertaining to Staff personnel are included 
in Chapter IV, 

c. Where policies are stated at the beginning of each major paragraph, 
they have been extracted either from the Public School Laws af Maryland 
or f rem' mirtutes of the Board of Trustees, Procedures which follow 
policies have generally been formulated by the President ,of the 
College and submitted to the Board of Trustees for comment if desired, 

d. Policies and procedures as contained herein include those necessary 
for allocating and hiring professional personnel, prescribing their 
duties, administering their advancement;,- evaluating their performance, 

\ ' informing them of their benefits, and terminating their employment. 



/ 



3,02 AFFIRMATIVE ACTION AND NON-DISCRIMINATING .POLKY (Approved by the , Board 
of Trustees, May 21, 1974) 

Montgomery Community College is an Equal Opportunity Employer and as such 

does not discj-iminate in, any of its personnel policies or procedures , 

against any employee, or applicant for employment, on the basis of age, 

. t sex^ race, color,, religious belief or national origin. Montgomery 

Community College is committed to undertaking conscious, deliberate 

action designed to assure equal opportunity for all employees and to 

make additional efforts to recruit, employ, and promote members of 

diverse groug.9 as well as groups formerly under-repr_esented at the 

various levels of responsibility who are qualified or \rtio may become 

qualified through appropriate training or experience. It is the goal 

of the College to encourage all employees to realize their fullest 

potential, to assist them to function more effectively, and to reach , 

levels of p^rfonfidnce commensurate with their abilities and ambitions. 

» 

3*03 SALARY PLACEMENT OF PROFESSIONAL PERSONNEL (Approved by Board of Jrusfccs 
with adoption of the FY1976 Operating Budget, 1/21/75) f 

Efforts are made in empToying personnel for vacant or new positions to 
employ at the tpost economically feasible rate of salary 'after careful 
consideration of all the factors involved.^ In^^genera I , preference should 
be given to persons who are competent but who may be placed at the mo^t 
economically feasible salary rate (e.g. the first or second step of the 
salary schedule). (See also paragraphs 3.053, 3.115, 3.155.) 



^he policies in this chapter were adopted originally by the Board of Trustees 
in resolution 379-67, June 29, 1967. Most have since been modified. 

Q Modification 125, March 14, 1975 



3.07 



3-07 FACULTY STATUS OF ADMINISTRATORS (Approved by the Bo<ird of Trustees, 
June 3, 1974) 

3.071 ' ACADEMIC RANK 

a, A faculty member who is appointed to an administrative position from 
the faculty of the College snail retain his academic rank as a member 
of the faculty of Montgomery Community College. 

b. An administrator may qualify to teach or may offer prior teaching and 
relevant preparation and experience for appropriate consideration and 
become eligible for academic rank. Subsequently, after review and 
the recommendation of the department chairman and others normally 
involved (such as those faculty representative cotnmittees and 
administrators who make recommendations regarding academic rank), 
the administrator may be granted academic rank by the President. 



3.072 RETENTION OF TENURE 

If a tenured member of the faculty is appointed to an administrative 
position, such tenure will be retained when the person is subsequently 
reappointed to a faculty position. 

3.073 PART-TIME TEACHING 

An administrator may teach in a department at Montgomery Community College, 
without ;additionll compensation, provided that all of the following 
conditions are fulfilled: 

a. The^ person is quallfied*to teach the particular course(s); and 

b. The chairman of the appropriate Cibepartment concurs; and 

c. The administrator's immediate administrative supervisor concurs 
and indicates that such activity will not interfere with the 
adequate performance of administrative duties; and 

d. The President of the College approves the request to teach. An 
annual report will be sent to the Bo^rd of Trustees in September 
each year, indicating which administators taught and what courses 
each taught during the previous fiscal year. 

3.074 REASSIGNMENT TO FACULTY POSITION 

> 

If an administrator should not continue in an administrative position, 
then the person either (ly may assume a full-time position with the 
faculty of the College, if the administrator has a faculty contract and 
is on tenure; or (2) may become eligible for a faculty contract, if the 
administrator has not beejn issued such a contract, provided .that in the 
latter case, (2) above, all of the following conditions are fulfilled: 

a. The appropriate department chairman and appropriate administrators . 
review and make a recommendation to the President for an appointment 
to a faculty position; and 

b. A faculty position is or can be made available without resulting in 
tl^e removal from a position of any tenured full-time faculty member 
or any probationary full-time faculty member who has more service at 
the College than trfe administrator; and 
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The President approves; and y 

d, A faculty contract with appropriate probationary conditions is issued 
to the administrator, if the adoj^nistrator has not already been issued 
a faculty contract ♦ 

3.08 REASSIGNMENT OF ADMINISTRATORS TO NON-FACULTY POSITIONS (Approved by the 
Board of Trustees, June 3, 1974) 

3.081 REASSIGNMENT fb ANOTHER AM^ISTRATIVE POSITION 

Should it become necessary or desirable, the President may reassign an 
Administrator to another college administrative position for which' the 
person is qualified, after approval by the Board of Trustees, When so 
reassigned, the salary of the affected person will be based upon the 
approved salary sche^dule for that position and normally will pot be 
reduced below the salary hitherto paid at least for the remainder of the 
fiscal year in which the reassignment takes effect, except as noted in 
Section 3.062, "Salary Reductions Related to Insufficient /Funds," fore- 
going. 

3.082 REASSIGNMENT TO A STAFF POSITION 

ShTould it become necessary or desirable, or should an administrator 
request, the President may reasiign an administrsftor to a staff position , 
for which appropriately qualified. A staff position ir any position other 
than a faculty or administrative position. When so reassigned, the salary 
of the effected person will be based upon the approved salary schedule 
for the position. to whic^h the individual is reassigned and normally 
will not be reduced below the salary hitherto paid for the remainder of 
the fiscal year in which the reassigfnaent takes effect, except as noted • 
in Section 3.062, "Salary Reductions Related to Insufficient Funds/' 
foregoing. 

3.11 ALLOCATION, HIRING, AND SAIARY SCALE PIACEMENT FOR FULL-TIME FACULTY 
3.111 POLICY 



\ The Public School Laws of Maryland, Article 77A, Section 1, subparagraph C, 

make the President of Montgomery College responsible for recommending the 
f appointment by the Board of qualified facul'ty. (See also paragraph 7.241c), 

3.112 GENERAL PROCEDURES 

The College Presidetit has the overall responsibility for coordinating the 
allocation, of positions; recruiting; assessing for*salary placement; 
determining qualified applicants; and developing final recommendations to 
the Board of Trustees for employment of full-time faculty, librarians; 
student personnel staff, nurses, instructional aides, and consultants. 
To assist him in developing his recjommendations, the campus deans submit 
their recommends Mons to him. 
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3.113 ALLOCATION 



Department chairmen submit their requests for allocations to the division 
chairmen or Academic Dean during the budget development period. Requested 
allocations are based on anticipated departmental enrollment. The 
Academic Dean on the Rockyllle Campus and the division chairman on the 
Takoma Park CampUs coordinate the requests of their offices and forward 
tihem with an evaluation to their respective campus dean, taking into 
account interdepartmental needs and new programs. The ^campus dean for- 
wards his recommendations to the President for approval during the 
budgetary propess. The approved budget contains the allocations* 
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3.114 HIRING PROCEDURES !' 

a. . Recruitment ' 

The procedure of fnterviewing and appointing faculty mjenhers requires 
a great amount of time and effort on. the part qf a number of people. 
The primary responsibility for recruiting rests with the campus * 
where there is a vacancy to be filled. It is the combined respon- 
sibility of the^ campus dean, academic dean or division chairman, and 
department chairman to work as a team in the r^ruitment of new 
faculty. When appropriate,, the campus dean and^ksocjiate dean of 
students work as a team^in recruiting student p^^udpnnel staff. 
Sources of recruitment are as follows: 



(1) 
(2) 
(3) 
(4) 



Personal recommendations from colleagues in 




Recommendations from colleagues within Montgotr^r7 College. 
University placement agencies. 
Communications to otl^er universities giving details of vacancies. 



institutions, 



(5) Self referrals. j . 

(6) Commercial placement agencies. 

(7) ' Notices in professional journals, 
b. Application 

(1) Application forms for prospective faculty positions are normally 
• V mailed to the individual fyom the office of the Dean of Faculty 

upon request from those involveii in the recruiting process. 

(2) Applicants for positions with Montgomery College file a written 
application, MC Form 3.114b, with the Office of the Dean of the 
Faculty. That office acknowledges receipt of the application 
and forwards the original directly to the chairman of the 
department on the campus where the applicajit desires to teach. 
A copy of the first page of the application is sent to the 
corresponding department on the othep campus. 

(3) When an applicant has indicated several fields of competency, 
the department in the preferred area will receive the original 
application, and departments representing all other areas will 
receive a copy of the first page of the application. 

(4) Department chairmen screen the application forms and eliminate 

. applicants who are obviously unqualified. Further screening for 
V possible interviews is accomplished by th6 department chairman 
in consultation with various members of the department* 

(5) From the remaining applicants, the department chairmen select 
the most promising prospects. In reviewing the applicants, 
consideration ^should be given to: 



(a) The candidate's academic record. 
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(b) The applicant's teaching and creative ability (including 
his effectiveness in advising students). When a candi- 
date has no teaching experience, consideration should be 
given to the likelihood of his superior performance in 
this area, much of which might be based upon the recommen* 
dation of his professors at the respective graduate or -r- 
iindergraduate institutiona* 

(c) Confidential ^statements from persons who know the candidate 
well. Such statements are an effective means of providing 
valuable information about the individual's general accept- 
ance as a teacher. The statements should be included in 
the personnel folder of the applicant. . 

(6) l£ the department chairmen, the ^division chairmen, or academic 
dean determine that the candidate is a finalist, thfen the 
department chairman having the original application contacts 
the applicant for interview and possible emplbyment^. The 
department chairman havdng a copy o£ the original application 
is asked to secure the original before contacting the person* 
Each copy will have stamped on the front page a note that it - 
is a duplicate and who has the original* 

(7) If the candidate is from an area of great distance, the College 
incurs the expense of travel if budgeted funds are available* 

f 

c* The Interview 

While on campus, the candidate is interviewed by the department 
chairman* Further interviews, as desired*, are held with the 
division chairman and the campus dean* Xn considering the 
quallfiLcations of the candidate, they shc5uld be guided by the 
criteria that is used to determine tenure and promotion within 
the faculty* When possible, th)^ department chairman^ntroduces 
the candidate to other members of the defpartment* During the 
interview, the following are somd of the topics to be discussed: 

(1) Philosophy of the coonunlty coUtge 

(2) Philosophy, objectives, programs, and uniqueness of Montgomery 
* College 

(3> Primary ^resp^i*»4*fility teaching, not research publications, 
but responsibility exists for keeping abreast of developments 
within the profession ' • , * 

I* - . . ^ 

(4) Faculty advising 

(5) Conditions of employment as^ contained in the contract 



as^contai 



• 
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(6) Rank and tenure 

_f ' ' 

the candidate will be made aware by the department chairman of 
the^ procedures by which initial rank is determined. It should 
» be emphasized that the final recomnendation is made by the 
Subcommittee on Contracts, .Rank emd Tenure. (Sete also 
paragraphs 3.118 and 3.323.) ^ 

(7) Salary and fringe benefits 

(8) Teaching and related load 

(9) Appropriate course aasignments 

(10) Organizational s.etting of Montgomery College 

(11) Possible evening assigimient as part of total faculty load 

(12) Campup assignment and possible travel between campuses 
U3) Candidate's willingness to accept all of the above 

(14) ' Future plans of candidate 

(15) Discussion' of candidate's philoiophy of education, background, 
and qualifications for the position 

(16) Interest in injuivption and experimentation, especially in the 
use of new media, tigchnlques, and teaching aids' 

Coi^pletion and Review of all Papers Required of the Appointee ^ 

Upon the completion of the aforementioned interviews and the 
necessary* consi^tat ions between concerned parties, the chairman 
of the department involved should ^submit In writing his recotrmend^- 
tion to the supervisor who, in turn, provides recommendations in 
wfiting to the campus \dean. The recommendations of the department \ 
chairman and his supervisor should state the proposed rank and 
salary (see paragraphs e and f below) and should indicate whether 
the appointment is viewed as temporary or regular-. The dean 6f 
the campus then makes a written recommendation to the President 
of the College. The recommending packet. will include: 

(1) Completed application . 

(2) A minimum of three letters of recommendation - / V 
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T(3) An official transcript of all credits claimed which must not 
be issued earlier than six months prior to employment 

(4) Recommendations from department chairman, division chairman, \ 
^^and Campus Dean 

(5) Proposed rank anJ salary forms 

The President is responsible for recommending faculty appointments 
to the Board of Trustees/ 

3.115 PIACEMENT PROCEDURE 

The campus 'deans* are responsible, within approved guidelines, for 
final determination of the appointmei;it , length of probation, and 
justification of the placement Of a faculty member on the appro- 
priate scale and step of the faculty schedule (see also paragraph 
3.03). Final decis'^ion is vested in the President in any appoint- 
ment situation wherein special circumstances make it advisable to 
hire at a step higher than permitted by paragraph 3.116 Jbelow. 
Wher^ there are no spec\al circumstances, the decision of the 

' Campus Dean is included in a letter to the appointee' from the 

Campus Dean as part of the recommending packet (sub-paragraph d ^ 
(4) above), sent through the College President for signature on 
the contract and for subsequent mailing of the packet. The 
letter should indicate that the contract and other pertinent 
forms are to be returned to the appropriate Campus Dean. After 
receipt of the signed contract and employment forms from the pro- 
spective faculty member , the Campus Dean noti*fies the^^ Director of 
Personnel to prepare and process a Personnel Action. (See also 
paragraph 7.311). If the case involves special tircumstances , 
approval of the President is required prior to preparation ^of the 
appbintment letter and contract. Subsequently, ♦"he foregoing 
procediire is followed. Completed qontracts are forwarded to the f 

^ Administrative Vice President: for retention in tlic central file's of 
.the College. (See paragraph 3.75.) 

3.116 INITIAL PLACEMENT- ON THE EVALUATION SAIARY PLAN^ S 
a. Initial placement wili^be based upon the following criteria: 

• - (1) Degrees 

(2) Years, of related experience 
' . ' ' 

(3) Evidence of previous teaching excellence ox other relevant 
abilities 

'(4) Professional status in the specific discipline (research, 
publications, advanced studies, activities in professional 
associations, etc.) , 
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b. Determination of placement is made by the department chairman 
with the concurrence of the Dean of the Faculty and the campus 
dean concerned. 

c. Normally a new. faculty member enters only on grade I or grade II 
at a salary no higher than that of step 9 of grade I. 

3.117 PREPARATION OF LETTER, CONTRACT, AND OTHER Eh4>L0YMENT FORMS 

Iften the President has approved the.recomnendation to employ the candidate 
a¥-a member of the faculty, the recommending memoranda and applicant's 
folder are\ returned to .the campus dean concerned. The campus dean's 
^office will pitepare the contract and hiring letter for the President's 
•signature,f including length of contract year, salary placement, 
department, campus, effective date, position number, and any contingencies. 
The President, by facsimile stamp, affixes the signature of the Chairman 
of the Board of Trustees. After the President personally signs the 
contract and letter, they are returned to the campus dean's office for 
mailing with the packet of employment materials, which include: 

a. Letter offering employment 

b. Contract ^ 

c. Required Forms for New Employees (instruction sheet) 

d. Verification of previous emplojnnent fonfiis ^ 

e. Information concerning the Retirement system and enrollment form 

f. Memorandum re '*Tax-Sheltered Annuities" 

g. Certificate of Health Examination form (See paragraph 7/90) 

h. Brochure on Group Insurance Plan with enrollment card and 
refusal c^rd 

1, Employee's Withholding Exemption Certificate (W-4) 
J. Payroll Deduction Authorization for summer savings program 
k. Payroll Deduction Authorization for Credit Union savings 
1. Employee's Request Regarding- Series E Bonds 
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118 CONDITIONS OP EMPLOYMENT (Approved by the President, December 12, 1974) 
\ / 

a. General 

(1) At the timte of appointment of a new faculty member to a faculty 
position, the administrative terms and conditions of every 

-appointment will be stated in writing; be in the possession of 
the appointee; and be available to the department chaimflp, » the 
campus dean, and the President. Any subsequent extensfCn or 
modification of an appointment, or any notices ipcumk^t on 
either party to provide,^ll be stated in writing. A copy will 
be given to the faculty member and m<ide available to the department 
chairman, campus dean, and President. Non-tenured faculty will* be 
informed each year in writing of contract renewal or the granting 
of tenure, ^nd by the department chairman of all matters relative 
to eligibility for the acquisition of tenure, including criteria 
for^ salary -evaluation. 

(2) Faculty may be assigned duties from '8:00 a.m. to 10:00 p.m. 
' including Saturday, except when such assignment would be In 

direct conflict with clearly established teligious beliefs held 
by observant members of any denomination. The asaignment of 
specific hours of duty will vary from semester to semester and 
frequently additional duties will require availability on short 
notice. The substahce of this paragraph will be included in the 
terms and conditions of every appointment, which, in accordance 
with paragraph a, above, will be provided to each new faculty ^ 
member. 

b. * :Full-Tiroe Regular Faculty Members (Probationary) 

Full-time regular faculty members are tha^e whose appointments" are 
expected tq continue from academic year to^ academic year, or its 
equivalent for an indefinite tjme. - The legal terms and conditions 

' of every appointment as a full-time probationary faculty member ^ 
shall be stated in a contract,' MC Form 3.118 b (11/18/74), which is 
applicable to all full-time probationary faculty members hired on or 
after August 19, 1974. as veil as full-time probatiowr-/ members who 
were hired. prior to that date, and who we;:e given a letter which 
stated that it" was the intent of the College to furnish them with a 
contract' document. A copy of the contract shall be given to the 
faculty member by the President. A sample of the probationary 

. faculty member's contract is included on Page E 1.00 of Appendix E 
of this handbook. 

c. Full-Time Temporary Facultv^Members » 

Full-time temporary faculty appointments are normally made when the 
appointment is to be for one full academic year or less. A temporary 
appointment is not intended to le^H to renewal of appointment or 
tenure, nor does it establish precedence for other teaching positions 
that might exist or be created. Examples of such appointments are: 

(1) for temporary replacements for persons on leave; 

(2) for special grants that require faculty appointment of anticipated 
7 short duration; 
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(3) for special short-term programs in which the College may engage 
from time to time as part of its^regular non-grant endeavors; 

<4) fpr other contingency types of situations of short-term naturev 

The legal terms and conditions of every appointment of a full-time 
temporary faculty member shall be stated in a contract, MC* Form 
3.118 c (11/18/74). A sample of .the contract is included as Page^ 
E 1.02 of Appendix E of this handbook. 

.119 COMPIIATION OF PERSONNEL FIIfAND NOTIFICATION OF PERSONNEL AND PAYROLL 
OFFICES 

a. All required forms are to be returned to the campus dean's office and 

receipt of each form recorded in the personnel file. 

* ' ♦ • 

b. A memotandum to the Director of Personnel from the campus dean is pre- 
pared, giving the information necessary for the personnel action. The 
memorandum Initiates MC Form 7.352, and contains attachments as follows: 

(1) Teachers' Retfrement System Form 

(2) Boxployee Benefit Plan enrollment or refusal card 

(3) The following applicable withholding exemption certificates: 

W-4 (Federal) . ^ VA-4 (Virginia) 

MW509 (Maryland) or whatever form is applicable D-4 (DC) 

(4) Two copies of acceptable proof of date of birth 

(5) Health certificate (See paragraph 7.90) • 

• .(6) F-1 visa,, if applicable , % • 

c. The signed contract is sent to the Office of the Dean of Administration 
for filing; 

d. The ''Faculty Initial Rank Evaluation" is sent to the Senate Sub-comnittee 
on Renewal of Contract, Rank, and Tenure. After approval by the Sub- 
committee and the President, it becomes part of the campus file. 

e. Other materials that become part of the initial campus file are: 



(1) 


Application 


(7) -Birth record 


(2) 


References 


(8)* Health certificate (see 


(3) 


Transcripts 


paragraph, 7.90) 


(4) 


Recommendations to employ 


(9) Verification of employment 


(5) 


Faculty Initial rank evaluation 


(10) Military discharge 


(6) 


Faculty salary evaluation ^ 


(11) Copy of the personnel action 




\ 


(12) Appropriate correspondence 


Other records that are maintained In 


the campus dean's office are: 


(1) 


Contract renewal and tenure cards 


(2) 


Position control forms 




(3) 


Departmental listing 
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3-14 FACULTY TENURE 

3.W1 GRANTING TQIURE 

Each new faculty ■cnaber shall be placed oa a pcilod of probationary appqlnt- 
meat subaequent to which be shall be granted continuous tienure by the 
President. Notification as to. renewal or: nonrenewal of appointment shall 
be given annually by the President until the end of the. probationary 
^period has been reached. (See alto paragraph 3.118). The period of 
probationary service is two full consecutive academic years for those 
new faculty nembers who have had the equivalent of four years or more 
of satisfactory teaching experience in other institutions of higher 
education as may be approved* by the Board of Trustees. For*all others, 
the period of probationary appointment extends for four full, consecutive 
academic years. (For time not counted, see also 3.441b(l)(e). 
3.44Ib(2)(d) and 3.444c.) After completion af probationary service 
and receipt of continuous tenure, a faculty member's appointment may 
be terminated only as provi^^ed below. 

3.143 POLICY FOR TERMINATION AND SUSPENSION OF TENURED FAOJLTY 

Tenninatibn of a contract of a full-time ■ember of the college faculty 

shalL be governed by the terms of that contract, af t«r the President has 

given due consideration to the reasons for termination an^ after due process 

within the College.^ (Approved by Board of Trustees, January 23,^ 1969) 

» * * 

3.IA5 PROCEDURE FOR TERMINATION AND SUSPENSION OF TENURED FACULTY 

(PAG, January 9, 1969) 

The procedure for terminating the contract of a tenured, full-time member 
of the college faculty follows the sequence below; 

a. A statement of reasons and a request^ for termination of contract 
shall be initiated to the President by the department chairman, the 
division chairman, the campus dean, or other appropriate persons^ 

b. A written notification of intention to terminate contractual* relation- 
ship* including a statement of reasons, shall be made to th^ faculty 
member by or through the President. 

c. A personal conference for the purpose of discussing the reasons as* 
stated by any of the above plaintiffs will be held with the faculty 
member by the President or his designated representative. 

(1) If the faculty member does not appear for the conference after 

due wri».ten notice at least a week In advance of the conference, * ^ 
the President Shall determine whether to proceed with the termi- 
nation of services in accordance with the terms of the contract 
of jthe faculty member. 

(2) If mutual agreement is reathed at a result of the conference, 
the contract will be terminated or extendeS, in accordance with 
the terms of the contract. 
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(3) If no agreeoKnt is reached and If the faculty member rcquesta 
In writing to the President within one week after the above 
oicntloned conference, a cotinlttee of the faculty shall be 
•elected promptly to conduct a cloatd hearing In order to review 
with the' faculty member the basii for the intended termination 
of contract and to «ubait a confidential written report of the 
finding* of the coomittee tp th« President/ If the faculty 
. member does not so request the appointment of the cocmlttee, 

the President ah^U determine wkether to proceed, with termination, 
In accor3ince with the terma of the contract. If the faculty" 
meaner. opts for a cocmxlttee: 

(a) The coonlttee of the faculty shall be selected by the 
Senate In executive session. Selections are to be based 

. upon the objectivity and competence of the Individuals, 
\ three to be selected ^rom the fuU-tllhe faculty, two to be 
named by the President from hla administrative staff. The 
chAlrm^n shall be elected by the" committee . No person who 
has been Involved In, or a party to, the charges made 
against the faculty member shall be a member of the 
contittee.' 

\ 

(b) The coijmittee shall be charged with obtaining information, 
cotifllderlng grounds fot termiiutlon of contract, holding a 
hearing, and responding to the President after the hearing. 

(c) A letter will be sent from the President to the faculty . 
member listing the reasons for termination, and the date 
of the meeting set by the committee of the faculty, said 
date to be at least one week after the date of the letter. 
Verification 6f receipt of this letter must be obtained. • 

^ (d) The President may attend the hearing. ' 

(e) The faculty member shall be provided the opportunity, fbr 
counsel and confrontation and questioning of witnesses, 
if witnesses are not available, the faculty member shall' 
have accesf to signed and notarized statemeitts an^ shall 
know the identity of* the makers. 



(f) All evidence shall be duly and confidentially recorded ' 
and filed in the M^idividual's personal file. (See 

par. 3»75).. The committee may use oral arguments, 
transcriptions , "etc . 

(g) The chairman of the cqcmittee will forward to the 
Pretidant within 72 hours Alter the mde'ting a confi- 
dential writtenreport of the findings of the committee- 

(h) If the committte of the faculty reachei agreement with 
the faculty member, the President may or m^iy not agjree 
to accept it^ findings for termination oif^extension of 
contract* 
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(i) If the faculty member does not appear foi- the scheduled 
hearing with the committee, the President sh.all determine 
whether to proccfed with termination of the contract in 
accordance with the terms of the contract. 

(j) The report of the committee , along with other appropriate 

information, shall be transmitted by the President in . ^ 
written form to the Poard of Trustees if the faculty menher s 
contract is to be terminated and if the faculty member appeals 
to the Board of Trustees. 

(4) The faculty member shsll be suspended by the President only if he 
is harmful to himself or others', or to the best interests of the 
College. The suspension shall be with pay unless legal con- 
. siderations prevent. ' , . )^ . 

d. If an appeal is made to the Board of Trustees, it 'will take appropriate 
action in accordance with the term6 of the contract of the faculty 
member. 

e. The President shall communicate notice of the final decision to the 
faculty member. 

f In all stages, of these procedures, confidentiality shall be maintained 
and a public statement shall be avoided. by all persons involved. 

3.146 POLICY ON NON-RENEWAkOF APPOINTMENT OF NON-TENURED FACULTY (Board 
Trustees Resolution No. 379-67, June 29, 1967) V 

a* A noR-tcnured faculty member shall be on probationary appointment until 
granted continuous tenure. As provided below, notification as to 
renewal or nonrenewal of the appointment shall be given annually by the 
President until the end of the probationary perio4 h'as been reached. 

b. The period of probationary appointment shall extend for four full, con- 
secutVe academic years, except tfi&t the period of probationary appoint- 
ment of the faculty member, if he has had; the equivalent of four years 
or more of satisfactory teaching experience in other institutions of 
higher education as may be approved by the Board of Trustees, shall be 
two full, consecutive academic years. 

c. During the probationary period written notice regarding renewal or non- 
renewal of appointment for the succeeding year shall be given by the 
President of the^College as follows: 

(1) Not latar than April 1 during the first year of academic service 
in the College (July 1, if appointment begins in February). 

(2) Not later than February 1 of the second consecutive academic year 
of such service (July 1, if the appointment begins in February). ^ 

\ , ■ * 

(3) At lea^t tweivc m6nths .before the expiration of an appointment 

following two full, consecutive academic years or more in the 
College. 
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3.147 INITlATlKG PROCJ.DURL FOR NON-REl^EWAL OF APPOINTMENT OF NON-TENURED rACULlY 



L Departoent chairmen arc responsible for initiation end preparation o£ data 

to support a recommendation for the non-renewal of appointment of hon- 
temiicd faculty, They^are assisted by' the Academic Dean at RockviUe 

, and appropriate' Division Chairnian at Takoma Park, 

a- Responsibility of the Department Chairmen relative t o non-tetiurcd 
faculty . ' 77; 

(1) Be familiar with the quality of teaching in classrooms and 
wlth^the effect of an instructor's Scholarship, executive ability, 
professional responsibility, and personality on the quality of 
his teaching. 

(2) Observe in classrooms and confer with instructors perllodically . 

(3) Keep a record of observations of. instructors in all areas of 
performance a$ well as recommendations that have been n?ade for 
improvement. 

(4) Bring tojthe attention of the Academic Dean or Division 
Chairman instructors whose quality of service is in question. 

(5) ^rrange for the Academic Dean/Division Chairman to observe 
t^\e instructor whose services need to be improved. 

(6) Arrange f»r a conference with the instructor before the end 
of the first semester, if appropr iatc,, ttf conminica.te to the 
instructor that his work must improve, to indicate the areas 
in which improvement must be made. 

f?) Continue to assist, encourage^ observe, nnd evaluate the 
Instructor throughout the academic year. 

(8) Arrange for the final evaluation conference ^t which time 
the chairman of the department will dlt^cuss with the 

r instructor his achievement in scholarship, teaching power, / 

executive ability, professional responsibility, and personality^ . 

(9) Prepare and submit,! through the Academic Dean/Division Chairman, 
to the Campus Djan for' his recooBttendation a record of the per- 
formance of the instructor recommended for non-renewal of 
contract. - ' x c 

Rcsponsibi 1 ijty of the Div^tgion Chairman or Academic Dean 

(1) Confer with the Departmenj; QhalYtnan about -persons whose work 
is not satisfactory. " 

(2) Become familiar with the work of ins true to A who are reported 
uy department chairmen as owrginal performers. 

(3) Review evaluation procedures with the Department Chairman to 
ascertain that proper steps are being followed.' 

(4) Observe instructors whose work- is »unsatisfactory ; keep record 
» of classroom v.isits. 
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-(5) Rave conferences with the instructor and the department chairman, 
if appropriate. 

(6) Confer with the department chairman concerning instructors whose 
contracts are not recommended for renewal; review supporting data - 
with the campus dean to determine legal grounds for denial of 
tenure or non-renewal of contract. 

^ (7) Join the department chairman in a conference with the instructor, 
at which time the instriictor is notified about the recommendation 
for denial of tenure or non-renewal of contract. 

(8) Review the final record prepared by the department chairman and 
forward to the Campus Dean with appropriate recommendations, 

(9) In the event that ttte non-tenured faculty member concerned 4^ ^ 
department chairman, the responsibilities listed in subparagraph a 
above are performed by the Academic Dean at Rockville or a division 
chairman at Takoma Park. 

c. Responsibility of the Campus Dean 

The campus dean concerned receives, maintains, and reviews all reports 
concerning non-renewal of appointment and/or denial of tenure for an 
instructor. The campus dean assures that the procedures used to 
, terminate the services of a probationary faculty member at any-time are 
in accordance with the policies of the Board of Trustees and the approved 
procedures of the College. (See 'also paragraph 2.702 reference involve- 
ment of the Subcommittee on Contracts, Rank, and Tenure.) The Dean is 
also responsible for informing a faculty member of: 

(1) The President's recommendation regarding termination. 

(2) His rights according to the Public Laws of Maryland and college 
policy and procedure. 

3.15 HIRING AND SAURY ^CALE PIACEMENT FOR PART-TIME FACULTY (Approved by the 
President, July 10, 1973). 

3.151 ALLOCATION ' ' " * ' 

The number of part-time faculty and related funds needed each fiscal year 
are estimated by the campus deans after consulting with the Academic Dean or 
division chairmen. The .campus deans forward their budgetary recommendations 
to the President for approval. Within the funds allocated in the. approved 
budget, the cappus deans hire the number of part-time faculty required at 
their respective campuses. A part-time faculty member may be employed for 
either the day or evening program or both if the need for the employment is 
justified. 

3.153 HIRING PROCEDURES 

a^ Application . ^ 

Application procedures for part-tinve faculty are generally the same as 
those for full-time faculty. , (See paragraph 3.114b.) 

h; Evaluation and Recommendation for Employment 

The part-time candidate's application is evaluated by the department 
chairman and the division chairman, or Academic Dean, who forward 
their recommendation to the campus dean. The campus dean may authorize 
the employment of the candidate. 
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c. Exceptional Conditions 

(1) In unusual circumstances, an Individual who It over 70 may be employed 
on the part-time faculty If the Instructional program will definitely 
benefit from his employment • 

(2) In unusual circumstances, an individual who It a non-citizen may be 
employed on the part-time faculty If the Instructional program will 
definitely benefit from his employment. A non-cltlzen Is required 
to forward a copy of his visa with his application. 

(3) A husband and wife may not be assigned to teach in the tame department 
and, whenever possible^ they should not teach on» the tame campus. 
Further, no special consideration with regard to teaching schedules 

or other college assignments will be, given faculty members on the 
basis of their marital status. 

d. Completion' and Review of All Papers Required of the Appointee 

(1) Application - see 3.114b. < 

(2) transcripts - Must Include official transcripts of all credits 
Maimed. These transcripts shall be forwarded by the institution 
to the 'campus dean. 

(3) Application for Social Security Number - The Federal Insurance 
Contribution Act requires that all college instructors ^ave a social ^ 
security number. Any Instructor not having a social security number 
must complete and return the form "Application for Social Security 

Account Number." 
\ . C 

(4) Employee's Withholding Exemption Certificate (W-4) - Specific 

instructions are given ofl this form as to the method for claiming 
withholding exemptions. 

(5) Employee'^ Maryland Withholding Exemption Certificate (MW-507), 

or .Certificate of Non-Residence in the 'State of Maryland (MW-507-A), 
if applicable - specific instructions are given on both forms. 

(6) Health Certificate - A certificate (chest X-ray, Intradermal tuber- 
culin test, or physical examination by\ a physician that Includes a 
chest X-ray or an Intradermal tuberculin test) is filed In the 
individual's personnel folder prior to his assuming duties in the 
classroom. If the Intradermal tuberculin test is positive, a chest 
X-ray is required. 

(7) Three letters of reference indicating professional competence, to 
requested by department chairmen, based upon references cited in the 

, application. Telephone references' may be substituted for letters of 
I reference und^r the following conditions: 

(a) "fhe conversations are fully documented by memorandum, 

(b) The telephone conversation is with a department chairman, or 
equivalent supervisor of the faculty member being considered 
(not another faculty -member of the department) and 
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(c) 'A'3prnop8i8 of the conversation is included in 'the memorandum, 
as' well as the date and name of the person with whom ^he 
conversation was held. 

(8) In special cases in which a part-time faculty member is hired 
at the^ beginning of a given semest^, and^when there is in- 
sufficient time to obtain transcripts, references, health 
certificates or other required infoi:mation, prior to the 
time classes convene, and where no other qualified part-time 
instructor is available for the assignment, the part-time 
instructor will be given six weeks in which to provide the 
documents specified above. If, for any reason, these docu- 
ments are not produced, the part-time instructor shall not 
be rehired. Prior to appointing an instructor under these 
conditions, however, t^le department chairman will verify 
by telephone or by such other means as may be practicable, 
the teaching qualifications of the applicant. 

e. Employment Letter 

The campus dean is delegated by the President to send out the employ- 
ment letter to the candidate after registration. No contractual 
agreement exists between the part-time employee and the College beyond 
the employment letter for a specific semester or summer session. 

155 SAIARY PUCEMENT AND ADVANCEMENT ' 

a. Placement . The part-time salary schedule which applies to part-time 
inl5 true tors teaching regular college courses is adopted each year by 
the Board of Trustees when the full-time salary schedule is adopted. 
The Campus Dean will authorize initial placement of part-time faculty 
on the recommendation of the appropriate division chairman at Takoma 
Park or Academic Dean at Rockville. Plac«nent on tjie'^^various scales 
is usually determined by giving credit for 'e^clt'^ear of teaching or 
other' appropriate educational experience /rtld up to one-half year for 
each year of related experi6n-ce. (See aiso paragraph 3,03.) General 
guidelines for initial placement are: / 

(1) One year of full-time service in teaching at the college level is 
equivalent to one experience; 

X (2) Thirty seiAester hours of part-time teaching experience are 

equivalent to one year; and 

(3) Each two years of related educational, industrial, or research 
experience may be equated to as much as' one year of teaching 
■* experience^ depending upon the degree of relevance of the ex- 
perience to the teaching assignment* - 

^' Load - Actual payment is based on .load^ The load is calculated in 
the following manner. For regular college credit couVses, ^ere the 
number of credit. hours is exactly the same as^ the number of contact 

* hours, the number of equivalent s^ester hour units will equal the 
number of credit hours. In those college credit courses where the 
number of»*contact hours exceeds the number of credit hours, the 
number of equivalent semester hour units will be equal to the average 
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of the number qf contact hours and credit hours. For non-credit 
courses and resppnsibilities the number of equivalent semester 
hour units will be assigned in accordance with principles analogous 
to those which determine the credit and rate for 'the regular college 
credit courses. 

c. Advancement in Pay Grade (Approved *by the Board of Trustees, FY 1975 
Operating Budget, May 20, 1974) 

After June 1974, when initial placement or conversion to this sy.stem 
has occurred, the records maintained for salary advancement will show 
no semesters and no credit hours accumulated. All part-time "fliculty 
will be governed by the following procedures f6r advancement: 

(1) Acquisition of advanped degrees will not be a basis for change 
^ in grad^^classification." Teaching experience at Montgomery 

College will be the only measure for advanQement, 

(2) Eligibility for advancement is based on the minimum of 12 equiva- 
lent semes^ter hours accumulated in four semesters of successful 
teaching at Montgomery College. A semester which can be applied 
toward advancement is any of the teaching s^ess ions, including the 
summer term, at any credit locatj-on. Semesteifs of teaching 
need not be consecutive. In no case will more than two semesters 

- ' be credited in a cale^idar year.' 

(3) Advancement will then^ be granted upon a favorable evalua'tion by 
• n ^ the department chairman and appropriate administrators (see 

paragraph 3.326). ' ^ . 

(4) Upon advancement to the next t>art-tlme grade, semesters and ^ 
credit hours are then re-accumulated as in (2) abcW)^. 

3.156'-. IDENTIFIQATIONVcXr^ 

The Director of Personnel is""responsible for issuing, each semester, an 
\ , identification card, MC Form 3,124, to all part-time faculty. 

3.20 ' REEMPLOYMENT 
^ — 

3.201 POLICY 

Professional personnel who have resigned without prejudice after being 
employed by Montgomery College, an^ who wish to return, may be reemployed 
pr'ovideli a vdcancy exists and prdvided they meet the qualifications for 
appointment in effect at the time of return. 
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3.202 EROCBDURE 



a. Returning professional personnel ahall be placed on the next lil3her 
step of the salary schedule In effect at the tlcne of return provided 
they: 

« 

(1) Have completed five or more 'years of service at Montgomery 
College. 

(2) Had tenure at the time of resignation. 

(3) Are reemployed within three' years. 

b. Returning professional personnel who had creditable experience 
during the period of absence sha^l be given credit for such 
experience accoiMlng to. the policy for newly employed persons., 

c. A person who does not meet all of the above qualifications may 
be reemployed under the provlsloris of the same regulations which 
govern all Initial employment-at the time the person is considered 
for reemployment. 



(Reverse is blank.) 
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3.21 DESCRIPTIONS OF fACULTY/POglTIONS : • ; ' . 

Full-time faculty positions haye been .established with functions as 
. indicated ij^ paragraphs 3.210 to 3.219. 

3.216 INSTRUCTOR, FULL*-TIME ^ * / ^ 

a. Is responsible fpr conducting assigned clashes in accordance 
^ with catalog descriptions and stipulatlcfns of the department* 



b. Assists in making course, syllabi and in the 'selection of 
textbooks. * 



Teaches evening and/or Saturday classes when assigned. 



d. Teaches a regular load based on 13 hours or its equivalent , 
per semester. . ' 

^ e. Attends departmental and other •faculty meetings as' required. 

f. Engages in professional development. 

Assists in making budget recommendations. , 

h. Provides curriculum liaison when assigned. ^ 

i. Acts as an adviser to students or student organizations when 
assigned. 

j. Serves on approp^^iate committees -when assigned or elected. 

3.211 PART-TIME INSTRUCTORS AND CONSULTANTS 

a. Instructor, Part-time (one semester, or summer session) 

(1) Is responsible for conducting assigned classes in • * 
accordance with catalog descriptions htid stipulations 
of the deparfanent. 

(2) Participates, whenever possible, in departmental 
matters, such as meetings. 

« 

b. Instructional" Consultant (one semester or less) 

Assists in the instruction of a course for a brief and 
specific period under the ^dire^ction of an appropriate faculty 
' member. ' 

3.212 DEPARTMENT CHAIRMEN 

(See paragraphs 2.03, 2.05, and 2.58) 

3.213 LEARNING RESOURCES (Approved by the Board of Trustees , November 19, 1973) 



a. Because not all Learning Resources personnel perform the same tasks, 
the pelrform^nce of all faculty in the Department of Learning 
Resources is described and evaluated in terms of meeting certaia 
general objectives. Each faculty member: ' , ^ . 

'< ' ' . 
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(1) Perforas assigned functions In the Department of Lea niin^ Resources 
consistent with general departmental goals and objecilvos in. 
supporting the College's Instructional prognim, studoitts, .ind 

^ ^ faculty. 

(2) Performs assigned fuxictldhs In fhe Department of ftCiirninj; 

• Reaoutces consistent specifically with: 

.---v, (a) The Individual's general Job objectives within the 
\ departmental s-tructure; 

Xb) The specific objectives^ for the departmental tasks to which ' 
^ the Individual is assigned in order to meet departmental 
goals; » ' ^ / * 

(c) A level of performance vhlch meets the criteria for quality 
aqd quantity consistent with ^departmental goals/objectives < 

(3) Introduces to faculty possible alternatives to ongoing teaching/ 
learning pt^^cesses and corresponding research* * 

(4) Exercises technical or special skills, applying effectively the 
technical skills for £he job or the' special types of knowledge 
necessary to job performance. 

(5) Assists other faculty, as appropriate, in preparation, production; 
or selection of instructional materials. ^ 

. (6) Assists other faculty, as appropriate,' in selection of 
instructional hardware. ' / 

^ (7) Coordinates with other faculty, as appropriate, facilities, 

* equipment and personnel iEor media projects. 

(8) Assists other faculty, *.a8 appropriate. In the script writing, 
production, direction and distribution of media projects. 

* % * • 

(9) Acquaints pther faculty, as appropriate^, with the potential add 

the limitations of the various instructional materials, media 
equipment and production facilities at Montgomery College through 
conferences, Institutes, seminars and other planned activities* . 

(10) Follows policies and procedures of the College, the campus, and 
\ .the department 

^ J* 

(11) Maintains standards of 'performance worthy of accreditation by 
internal or external accrediting agents. ^ • 

(12) Engages in professional development. ^ , 

* . • * 

(13) Cooperates with students and faculty in the development of 
Learning Center support functions. 

(14) Cooperates as assigned in plannln|s» development, and execution ^. 
of progi^ams serving the total college community^ 

(15) Practices good public relations and instructional support liaison 
with campus and college departments and the college cdmmunlty. 

b. Performance of the professional personnel in the Department o^ Learning 
Resources is dercrlbed more and evaluated specifically in the following 
specific. objectives. Each faculty member: * \ 

(1). Assists in preparing departmental objectives. 
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(2) Assists in preparing task objectives- for incumbent's position. 

^3)* Works hours designated by the campus department, including 
* evenings or weekends when assigned, in order to meet, campus 
afid departmental needs and objectives. ' ^ - v 

(a) Serves the hours necessary to maintain the functions and 
schcidulefc of the department so that it may provic'e the 
fullest possible support for faculty, ^students, and the 
coinnu^ity. * 

'•(b) Conducts assigned classes in accordance with the mission 
, ' .'.of the department. 

(c). Keeps office hours and appointments with individual faculty 
and students for consultation, instruction or assistance. 

(4) As-kists in making budget recommendatiqn? . 



(5) Submit*s .on time 



(a\ i)ata for-^ departmental reports or for other college or 
cMpxis offices. 

(b) 'Reports evaluations of programs and support functions. 

* .(c) Plans for development of departmental functions for subsequent 
'.years. 

(6) SerV'es-on appropriate college and professional committees when 
elected 9T ^ssi'gned. 

(7) Attends , 'vhen appropriate, professional, departmental, campus, 
'and college meetings, and those of other groups, 

(8) \Acts as, ..an adviser to 'fiftudents if/when assigned. • 



/ 



;^ ^' (9) .Participates for professional developiment , in meetings , work- 

shops , field trips, further education; keeps up with current 
literature in the fields of education and instructional 
technology- / 

(10)- Accepts ro.sponsibility 

(a) For his/her position according to the W9rk required in the 
departmental area to which he/she has been assigned. 

(b» tor meeting his/her stated objectives for the working, period 
by maintenance of a quantity of work commensurate with what 
' is; deirnnded by the task, the department, and instructional 

. . • ^ needs , * 

(c) For tangible planning and organizitig of work in the departmental 
area assigned, including 

• J[. Arranging and systematizing work load or tasks; 

2. Anticipating requirements for the incumbent^'s job; 

2— Syst^ematizing and organizing assigned projects. 

' (d) For supervision and' management of professional or staff 

services as designated, including participation in evaluation 
of personnel, in record keeping, and other management functions. 
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(e) For meeting commitments on time and adhering to scheduled 
^hours. 

(f) Fo^- carrying out assignments which 

1. Conform to. existing regulations; 

2. Require interpretation of new instructions; 
2- Apply new instructions promptly. 

(g) For maintaining a quality of work reflecting 
1_. Accuracy; * A. 

2. Completeness ; ^ , 

2' Neatness . j- 

(11) Communicates clearly, concisely, and in a manner 'result ing in 
mutual understanding both in speech and in writing. 

(12) Reads regularly the college memoranda and is conversant with 
subject matter of* the College catalog and bulletins, college 

and co^ipus departmental functions and college governance systems. 

(13) Facilitates the creation of a learning environment for students, 
faculty and community by spending time, in addition to the 
performance of regular tasks knd duties, with colleagues, 
students, or members of the community in; 

(a) Advising; 

^ (b) Consulting; . 

(c) Participating in college and student activities. 

(14) Fulfills responsibilities in such a manner as to reflect credit 
upon the campus and department appropriate to its objectives and 
goals by demonstrating that the incumbent: 

(a) Tackles new problems; * 

(b) Works out solutions; 

(c) Investigates ideas; 

(d) Keeps ap-to-date and informed about pertinent new materials 
or practices. 

(15) Demonstrates creativity in developing new and usable techniques 
and innovations. 

(16) Evaluates facts itMnaking decisions. 

(a) Compares and considers the results of alternative proposals. 

(b) Evaluates after obtaining the facts. 

(c) Makes judgments resulting from understanding the circumstances 
of the decision. 

(d) Decides on the proper course of action and' proceeds with 
confidence toward meeting the objective. 
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(17) Respond/ to a need for extra effort in accomplishing a task or 
meeting challenges requiring extra effort. . ^ 

(18) -Deals positively with persons inside and outside the department 

an^ responds to faculty and student requests in a timely way. 

3.214 (nJRRICULUM* LIAISON 

* j> 

Where possible, curriculum liaison should related to the depart* 
mental or divisional structure and assignment • Specific functions 
for curriculum liaison are: 

A« To t6ach etc* at a fu\l*time instructor with specific assigned 
duties related' to a particulajf curriculum. This, like student 
advising load and committee assignments, m&y vary from. semester 
to semester* 

« 

b. To be responsible for assuming leadership in suggesting appro* 
priate • revisions in curriculipis and matters related to student 
matriculation in a curriculum* 

c To be responsible in these matters directly to^he Dean of , 
Education. 

^* to submit an annual report to the Dean of Education and # 
the President. 

3.215 OCCUPATIONAL PROGRA!-! COORDINATOR (PAC, January -28, 1970) 

The program coordinator (see definition par. 6.143d)of an on-going 
occupational program. has the responsibilities enumerated below 
whtjilx are beyond those in subparagraph 210 above. It is neither 
possible nor desirable for all responsibilities to be discharged 
\ during the regular academic year. Those marked with an asterisk (*) 

are intended to illustrate functions which might continue beyond 
the academic year. Additional responsibilities of the occupational 
program coordinator are: 



a* Administrative 

(1) Assumes over-ail responsibility for the maintenance 
of high standards of eduction for the occupational 
program. * ^ 

"^(2) Represents the occupational program with policy-making 
groups and interprets the needs of the program to other 
college offices such as the Registrar ,Takoma Park Campus; 
Director of Admissions and Records, RockviUe Campus; Studeni 
Personnel; Uaming Resources; Director of College Facilities; 
D^^n of Institutional i^esearch and Analysis and others, as 
a^>propriate. 



(3) Develops and prepares the program budget, with Faculty, 
for preaehtation to the appropriate supervisor. 



♦ May need to contlnu*^ beyond the academic yepr 
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ft ^ 

(4) Maintains up-to-date files on all aspects of the program, 
such as reference materials , course outlines , enrollment 
data, etc* 

. • *(5) Identifies Faculty for appointment, reappointment, rank, ' 

^ and tenure and submits his recoomendations Jointly with 
the department chairman to the appropriate administrative ' 
supervisor, 

(6) Recommends an equitable workload -for .program faculty in 
cooperation with department chairmen. 

*(7) Plans and assists with the orientation of new faculty. 

*(8) Arranges and coordinates appropriate professional 
activities. 

($) Holds meetings for Faculty of the occupational program. 

*(10) Participates in the survey and selection of extended 

campus facilities utilized in the program and develops 
with others, as appropriate, contractual agreements 
between the Cpllege and community agencies. 

*(11) Represents the program at meetings and conferences outside 
the College. 

«*■ - 
*(12) Prepares, and submits for review, materials for publics- 
^ tion, brochures, and the college catalog. * 

if * 
*(13) Recommends supplementary health,, admission, grading, and 
other standards which pertain to the students in the 
specific occupational program, and implements approved 
recomnendations . 

*(14) Provides information and prepares lEorms for State and 

Federal agencies as appropriate and for participation in 
Federal, State, and local funding to support the occupa~ 
tlonal program. 

*(15) Maintains records for program evaluation, certification, 

and references for graduates of the program, and coordinates with 
the Dean of Institutional Research and Analysis to devise 
procedures for program evaluation. 

' *(16) ' Prepares graduates* applications for certification or 

licensure examinations and applications for licensure by 
endorserient in other states as requested 

(17) . Cooperates with the registrar, department chairman, and 

other appropriate college offices in establishing class 
SQhedulesr ^ 

(18) Kfieps-j abreast of new developments in educational practices 

I and in the occupational field served by the program. » 

*ratty need to continue beyond the academic year 
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Coordinates the implementation of the instructional 'pro- 
gram^ the instruction and supervision of students in the 
extended campus facilities, and participates m the 
teaching^f specialized technical courses when appropriate. 

(2) Participates with other faculty of the program in develop- 
ing and revising the technical component of the program. 

(3) Cooperates with faculty outside the occupational prograto 
. in developing and revising courses whllch support the 

occupational major. ) 

Participates with other facufty in developing and procuring 
learning resources and initiating new instructional tech- 
niques t6 support the program. 

*(5) Participates wijth faculty and library staff in developing 
and maintaining adequate library facilities to support the 
program. 

*(6) Cooperates with student personnel staff in miaktng college 
services available to students. 

*(7) Assists with activities designed for student and program 
evaluation. 

(8) Functions on variouB college committees and activities 
according to institutional policy. 

*(9) Maintains and sets up equipment and supplies. > 

Receives and verifies equipment and supplies. 



c. 



/ (1) Encourages individual membership and participates in , 
related professional organization activities. 

*(2) Accepts speaking aasignments to interpret the program 
to comrnxmity groups • 

*(3) Participates with the s»tudent peraonnel staff and other 

groups in recruitment, adinissioA and counseling to specific 
programs. . 

(4) Conttniies working closely with members of the adviaoty 
cocintttee, assisting the chainaan with agenda and setvipg 

' a« secretary to the conmittee. 

(5) Orients staff in extended camoua faciliti'ea to tha occupa- 
tional program and the agency • role in the program. 

* May need to ebntinue beyond the academic year 
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*(6) Maintains effective wprking relationships and consults with 
staff in community agejicies to cooordinate efforts concerned 
with curriculum planning, reviewing, clarifying or adjusting 
operational policies to .meet program objectives. 

(7) Provides liaison with staff in colleges arid universities to 
promote articulation between the associate degree program 
and continuing education. 

*(8) Participates with commimity and professional groups such as 

Health Careers Councils in efforts to meet manpower needs and 
.other activities related to the occupational program. 

Miscellaneous 

*(1) Prepares annual reports and other reports as requested by the 
College and other professional, legal, or grantor bodies. 

*(2) Interviews applicants to the program and recommends their 
admission. 

Responds as appropriate to inquiries and correspondence' concerning 
the program directed to the College. 

*(4) Participates in the registration and advisement of students in 
the occupational program. 

*(5) Coordinates the summer program dnd the instruction arid supervision 
of students in the extended campus facilities. 

*(6) Assists with other faculty in counseling of students and ^erves as 
adviser to students in the occupational program. 

3.216 ADVISER 

Teaches as a full-time instructor with the responsibility of advising assigned 
students in the selection of courses with an appropriate curriculum. 

(This, like curriculum liaison work and committee assignments, may vary^rom 
semester to semester.) . . 

3.217 COUNSELOR (Approyed by the Board of Trustees, November 19, 1973) 

. 

a. Teaches a part-time load in the area of college orientation courses as 
.assigned and perform? the following tfeaching-related duties: 

(L) Conducts assigned classes in area of employment in accordance with 
the catalog description and the stipulations of the department. 

* May need to contiriue beyond the* academic year , ,* 
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(2) Holds every scheduled class, including the final examination, except 
for emergency situations, the full scheduled number of minutes in the 
room assigned by the appropriate administrator. ' 

(3) Helps in the making of necessary course syllabi and in the selection 
of textbooks. 

(4) Teaches evening classes as part of regular departmental Lqad when 
assigned. 

(5X Maintains standards of teaching worthy of accreditation. 

(6) Seeks out through. professional societies, meetings, and workshops and 
the current literature of t^e field means o^ improviq^ instruction. 

(7) Adjusts, insofar as possible, teaching methods to student needs. 

(8) Acts as adviser to students assigned by the Campus Dean or his 
designee; 

(a) On programs of study and curriculum; 

(b) On personal problems that affect success in College; 

(c) On course problems, 

(9) Submits on time to the campus registrar: 

(a) Mid^terra grades on appropriate cards or forms ; 

(b) Final grade reports at end of semester on appropriate cards 
or forms. 

(10) Submits to the Campus Dean or his designee: 

(a) A copy of the final examination; 

(b) A copy of the form, "Summary of ^Course Content," syllabus, or 
other materials such as reading lists or assignment sheets. 

(11) Posts and holds regularly scheduled office hours, with a provision for 
seeing students at other times by appointment. 

(12) Reports office hour schedules to the Campus Dean. - ^ 

(13) Attends ^11 scheduled and special, faculty meetings ai^d meetings of 
other groups to which assigned (e.g.,' department, division^ ^ 
commij/tees) . 

\ *(14) Functions in faculty and ofher college conmittees, assuihing 

responsibility for attendance and for an equitable share of the 

work,, including the taking and proper dispersal of minutes and the' 

^ chairing of committees. * • 

* • 

(15) Acts as faculty sponsor or chaperon for student activities, 

intramural athletic activities and intercollegiate' athletic teams 
/ (if requested and as appropriate). 
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(16) Reads regularly the College memoranda and other material for 
currency and professional development. 

(17) Provides, as a professional person, the best possible learning 
environment to the stuilents of the College, spending, in addition 
^to instructional time, a major part of his/her time available to 
students and colleagues for advising, consulting and participating 
in various student and college activities. 

b. Serves day or evening under the direct supervisioil of the Campus Associate 
Dean of Students and performs the following counselor duties: 

(1) Conducts interviews with prospective students for the purpose of 
program planning. x V 

(2) Holds interviews with the students who are members of their 
Freshman Seminar classes. 

(3) Assists students seeking information and guiSance. 

(4) Refers students to appropriate campus or community resources in 
accord with his professional judgment. 

(5) Interprets test scores and, where appropriate, prepares profi^i|?s 
of the results for students. " • 

(6) Provides c^^^er and occupational information. 

(7) CoungfiJrS— Hith students who are changing caVeer goals and 
COTricula. 

(8) Processes letters of recommendation concerning counselees for 
employers and other colleges. 

(9) Responds to inquiries concerning questions about admissions and 
programs. 

(10) Participates in research and evaluation projects pertinent to 
" ' student services programs. 

(11) Acts as liaison with high schools and other community groups by 
participating in college nights, PTA programs and articulation 

/ meetings . ^ 

(12) Serves as a liaison between student services staff and specific 
academic departments. 

(13) Works with other faculty members . to' promote the welfare of 
individual students. 

c. Performs other related student services functions under the dffection^of 
the Campus Associate Dean of Students and in cooperation with other 
appropriate or designated faculty, staff, aUd administrators such as: 

(1) Financial Aid " * , 

(2) Placement ' ^ ^ 

(3) Transfer 

(4) Student> Activities 

(5) Admissions 
(6*; 1 Registration 

(7) International Student Advising 
Modification 112, January t8,-1974 
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(8) Testing and Study Skills 

3.218 LIBRARIAN (Approved by the Board of Trustees, November 19, 1973) 
♦ , ^ i' 

a. Plans and implements library programs and services as required to meet the 
needs of the college community. 

b. Cooperates with other faculty in the development of 'the library as a 
^ learning center. 

» * 

c. Provides as a professional person, the best possibly learning environment 
to the students of the College and maintains Standards of librarian^hip ' 
worthy-iof accreditation. 

d. Conducts library instruction and performs those duties assigned by, the 
department chairman in accordance wtth the programs of the department. 

e. Participates in tl)e selection and organization of all library materials 
and assists in making budget recommendations. * 

f. Adjusts, insofar as possible, library instruction and operation to 
student, faculty, administration, and staff needs. v 

g. Seeks out through professional societies, meetings, workshops *an4 current 
literature means of improving libi:ary operations -and service. 

h. Maintains a library schedule as designated by the department cfhairman. 

f^'f^ Makes appointments with individual students for instruction or assistance 
^ ia library research. ^ 

j. Prepares reports for evaluation 6f program? and services including plans 
and development. 

■> * 
k. Submits reports and' data to administrative offices as appropriate. 

1. Cooperates in maintaining a program of display, publication, and public 
relations for library s-ervices and .operations. • , 

m. Attends all scheduled and special faculty and departmental meetings and 
meetings of other groups tea which assigned (e.g. department , division, 
committees). • ' *^ . * 

n. Functions in faculty committees, an4 college ^ponsOrecl activities as 
requested and -appropriate. • , 

3.219 CLINICAL ASSOCIATE FACULTY (PAC, November 24, 197ij ' , 

a. Clinical Associate Faculty are those par^t-time instructors \mo are fur- ^ 
nished by and teach at variouS clinics contractually associated with an 

allied health .curriculum offered by Montgomery College. 

* . ^ ■* 

b. Clinical Associate Faculty are authorized to be listed at the end of tha 
faculty sectioHxin the college catalog. They will be listed without 
academic rank but^with the name of the affiliated inst^-tutlon and the 
college curriculum with irtiich involved. Names' and pertinent data to be 
included will be submittjed in writing by the cognizdnc campus dean to the ^ 
office responsible for development ^of the catalog. 

3.22 DUTIES OF THE FliLL-flME TEACHINC FACULTY (Approved by the Board of Trustees, 
October IS, 1973) »^ ^ • • . ' 

The- duties of the full-tfie teaching faculty are as follows: y 

a. Conduct assigned classes in area of employment in accordance with the 
catalog description afnd the stipulations of ' the department. , 

Modification 112, January 18, 1974 . ^ ' * ' - 
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b* Hold every scheduled class, liic^uding jthe flxiaftl examination - 

except for emergency Situations - the full schjfiSluled number of 

minutes in the room assigned by the appropriate; administrator. 

I c*. Help in the making of necessary course syllabi and'ip the 
^ " selection of textbooks. 

d. Teach evening classes as part of regular load when assigned. 

e. ' Maintain standards of teaching worthy of accreditation. 

•^f. Seek out through professional societies, meetings, ands workshops 
and the current literature of the field means of improving 
instruction. . ^ 

g. Adj-ust, insofar as possible, teaching methods to student needs. 

h. Act as adviser to students assigned by the Campus Dean or his 
* designee: 

--^ 

(1) On program of study and curriculum. 

(2) On personal problems that affect success in College , 

(3) On course problems. 

1. Submit on time to the campus registrar: - 

(1) Mid-term grades on appropriate cards or forms. 

,(2) Final grade reports at end of semester on appropriate cards 
or forms. 

Submit to the Campus Dean or his designee: 

(1) A copy of the^final examination. 

(2) A copy* of the form V Summary of Course Content,'* syllabus, 
or other materials such as* reading lists or assignment 
sheets ' 

k. Post and hold a minimunf of three regularly scheduled office 
hours per week; with* a provision f6r seeing students at 
other times by appointment. 

1. Report office hour schedule to the Campus- Dea.n. ^ 

m. Attend all scheduled and special faculty meetings and meetings 
' of other groups to which assigned (e.g., department^ division, 

^^ommittees) . ' . 

n. . Ftinctioi^ in faculty and other college committees, assuming 

Responsibility for attendance and for an Equitable share of the 
work, including the taking and proper dispersal of minutes and 
the chairing of committees. 

, . Act a3 faculty sponsor or chaperon for student activities, 

intramural athletic activities, and intercollegiate *athl^tic 
teams, (if requested and as appropriate). 

O >diflcatlon|^12, January 18, 19/4 
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p. Read regularly the college memoranda and other mate-rial for currency 
and professional development. 

q. Provide, as a professional person, the b'est , possible learning environ- 
ment to the students of the College, spendifig, in addition to 
instructional time, a major part of his/her time available to ^students 
and colleagues for advising, consulting, and participating in various 
student and college activities. 

3.23 DUTIES' OF PART-TIME FACULTY 

The duties of the part-time teaching faculty are as follows: , 

a. Conduct assigned» classes in area of employment in accordance with 
the catalog description and the stipulations of the department. 

b. Participate, whenever possible,. in departmental and campus meetings^- 
. of a professional nature. 

'c. Hold every scheduled class, including the final examination, the ful^l 
Scheduljed number of minutes in the room assigned by the campus 
registrar. For absences, see paragraph 3.41. ' ^ 

d. Maintain standards of teaching vferthy of accreditation. 

e. Seek out through professional societies, meetings and workshops, 

and the current literature of the field, means of improving instruction. 

- f. Adjust, insofar as possible, teaching methods to student needs^ 

g. Submit, on time , to the registrar: 

(1) Mid-term grade reports. 

- (2) Final gfade reports at the end of the semester. 

h. Submit to the division chairman (Takoma Park) or department chairman 
(Rockville) :. 

(J) A copy of the final examination • 

(2) A copy of the syllabus, or other materials such as reading lists 
or assignment , sheets. ^ 

i. Pick up mail from assigned mailbox before each scheduled class.. 

3^24 TEACHING LOAD AND RELEASED TIME (Approved by the President, March 4, 19^)) 
3.241 GENERAL - ' - ' ■ 

a. Background 

There are no hard and fast rules nor aijy precise mathematical formuln 
for calculating faculty tbaching loads. As a rule. of thumb, suiting 

■ the largest number of cases. 30 semester hours per academic year (or 1j 
semes'ter hours per semester), or their equivalent , are considered aS an 
equitable and standard load. This is regarded as a rule of thumb, only, 
however, since the actual load may be modified by any one of the following 
factors: an emergency might make it necessary during one semester o,r 
another to assign a faculty person to more than or less than 15 semester 
hours but an offset to balance out to 30 semester hours total for the 
academi<: year should be arranged the following. semester; often the - 

^tester-hour basis is not an equitable reflection of load, and factors 
of classroom hours per week ^tfld student contact hours per week are 
introduced. In the case of clissroom hours per week, 18 or 20 or even 2. 
may be generally considered .rp&sonable regardless of the number of semoste 
hours. In the case of student contact hours per n^ek, there is no rule o£ 
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^ ^ 'thumb maximuin ejcCcpt as the load seems to tu* 'excessive" in relation 
to those of other faculty members. In addition to their classroom 
, load, faculty are expected' to maintain off ice hours to see and consult 

with students outside of class, to participate on committees,, to prepare 
material for class, to correct papers, to keep abreast of prof ession^vl 
"literature and developments in their specialized fields, and to jeprest-nt 
theXoUego in various act;ivities and services such as the College * 
^ • Spealcers Bureau. In the case of coachingjimd special assignments, 50 

clock hours represent one equivalent semester ho'ur of teaching load. * 

b. Definition of Released Time (Approved by the Dc.in of Administration, 
(acting for the President in his absence) .July -26 ,^ 1 972 . ) 

, . " "Released .time" is a ae'rm applied to the amount ol deducted from 

the regularly assigned duties of an individual in ordef- to .enable him 
to 4.'arry.» but other responsibilities which are not'directly related to 
his regular assignment, but which arc a part of or related to institu- 
tional programs and objectives or whicfh are otherwise in the b<.^st 

interest of t'lie institution-. 
* * . 

r. Tha authbri/^ations Yor released time noted in subsequent paragrapds . ^ 
^ are maximums; exact authorizations each fiscal vear/.ire dependent u[>on 

, funding, ' Fqr coachihg and special assignments , -s<^ paragraph 3.246'« 

3.242 CHAIRMEN ' . ' 

a. The Chairni.m, College Faculty Senate; members of tl(e Faculty Senat>je; 
and the*chairmen of the campus assemblies shall have these assignment.s 
considered in calculating thoir college work loads. Chairmjj|j^ of certain 
all-college conmii 1 1 ees ar*e also granted releaseiJ time-. * 

(1) Members of the Faculty Senate, except the Chairman, shali teach 
one-fifth to one-fourth less than their usual teaching loads; 

^, the Chairman .siiall be relieved of one-half to three- four th.s of 

his tt'aching respons ibil 1 t'ios . (Approved bv the President, ll/47/(i^^) 

(2) ChairnuMi of standing all-college committees shall be full-time 
facultv members elected by the member.s of tlit* coiinni t tees . The 
Chairmen of the Curriculum Committee, Academic Re^nhUiojis Com- 
mittee » and Committee on Professional Statu?; shall t e.ich onc^- 
fifth t o one- fourth less tlveir usual teaching h>ad . (Approvetl 
by the President, ll/17/b<)) 

(3) The Chairman of the Subcommittee on Contracts, Rank, and lenure 
Is authotized 6 hours released lime each semester. (Approved by • 

. the President , 5/23/72) 

(4) Assembly Chairme^i are authorised 6 hours released ^ime each 
semester , (Approved by the 'Pre s ident , 1 1 / 1 7/60) 

b. By Board Resolut;ipn 70-31, March 23, 1970. department chairmen normal 1/^ 
were authorised up to six equivalent semester hours of released t ime per 
academic year. In unusual circumstances, more than six equivalent seiue.s- 
ter hours were authorized*. All released time is contingent upon the 
availability of funds for such putpose. The President ha^s deleg^ited to 
the campus deans the authority and responsibility ifor fmplementing the 
provisions of this paragraph. Normally, each campus authorizes an 
initial maximum of three hours with released time bey(!^nd that amount 
being granted only with detailed written justification. Wliere possible, 
departmental projects are accomplished during the summer. . 
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3.24? HONORS PROG RAM "(iVlC. vApril 27. 19F2) ^ 

t • ' V 

*The following criteria^**ii* apply in determining ^released time for those 
* who participate as itfstructors ,itK^e Hortors Program: 

a* - When honor tutorials have, few^»r than eight students enrolled, the 
faculty member involved Oill receive cre^i't and load Adjustment 
after eight students -^ave been taught incrementally. 

b. When honors seminars have at leasjjU^ix students enrolled, the f,ACUlty 

' " member will receive credit for loa'd adjustment at that time. *»' 

« • • • - 

c. No^seminars will be offered with feWr than six'^students ; any 
offerings less than six will be considered as tutorials or 
notj|be offered ^hat semester., , ^ - 

t . d. Credit accumulated under the pwiviou^ system for released t-ime v 

will count and be ^justed appropriately to the new system by *^ 
X appropriate campus ^^ministrative staffs * ' ^ 

No corapensacory tAme will be allotted for^ development of 
individual new courses, honors or otherwise. 




3.^44 NON-CREDIT PROGRAMS * ' • . ^ 



Starting with. the fall semester of 1968, each full-time faculty member ^ 
engaged as a coordinating* project director and instructor in an extended 
i>on-credit program which has Jpeen repeated at least twice has had that 
f program calculates' int'o,hib reaching load if fehe prggrara is a current one 
' / being taught, on a continuing basis. (See also paragraph 6.409.) 

^ 3.245 PROGRAM SPONSORS, DIRECTORS, COORDINATORS 



a* Program sponsors and/or Program directors (see definitions In para- 
g^^ph 6.142) are responsible 'for the three-phase development of a new 
curriculum. These phases are described in the Program Development 
Sequence published by the Office of the pean of Education. 
Sponsors are authorized released time a^ follows: 

f ^. ^ ^ Phase I - 3 hours ^ • 

' " Phase ll 3 to 6 hours 

1 * . . . , Phaae III - 3 to 6 hour^ . 

i ^ Thifl formula is ^related "specif ical ly to the three phases of the progra^p 

y development process and not to the duration of time (numbST-^iftsemesters) 

y . consumed in completing each phase. The actual t^imber of hours^Jlll be 

*\ determined as a result of weighing the variables involved in each case 

such ae: th^ rtumber of semesters to be included in each phase of devel- 
' ' opraent; the na^ire^and extent of the requir.ed d6v*elopraental activities; 
^i)e availability of curriculum guidelines or models; the intricacy of 
the equipment, space, or staffing problems; the need for viTritations ; 
/ , * consultants, and professional conferences; the need to explore complica- 

ted publicity; and the number of new courses to be* developed. In each 
- • case,' th [Period of i^eleased time wilf.be for a^sitfgle semes tej^*with 

any .extension dependent upon progress reports to the Camptfs J)ean and fhe 
Dedn of Education oi\ j:he success attained to date dnd the 
schedule of developtneht activities, proposed for the following temester. , 
(PAC, April 7, 1970) ^ «; ' . 
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b. A'program sponsor, as discussed in subparagraph 3.245a abov^, might, if 

* qualified, continue his program deyeLopment responsibilities as a program 
coordinator through Phase Til of the program development sequence. Copr- 

• dinators, whether or hot previously ejjgaied.in the development of a ^ 
specific program are entitled to the released time specified above for 
Phase III. (PAC, April 7, 1970) ' • 

c. Coordinators of on-going occupational programs have specific additional' 
functions as listed in paragraphs 3.216v^and 6.147.. TlTey are provided 
released time and/or extended contracts to satisfy the extra demands madv. 

' upon them. In many cases 3 hours released tiiae during an academic year 
will be SAifficient. Normally, occupational program coordinator? for 
curriculums' having laboratory facilities and, therefor,e, equipment and 
^supplies, or coordinators for programs with clinical'. experience? and, - 
"therefore, off-campus supe<rg l and' affiliat ions and/or certification 
requirements, are authorised a' maximum of- fe hours of released time each' 
semestear. Additional reduction of the teaching 1-oad (increase in , released 
time) is possible as warranted by consideration of each program individuall 
Recommendations for teaching load will take into account the stage of 
development of the program (see guidelines for released time in p.togtam • 
development), and such quantitative factors as:' • , - 

Nurabef of faculty in, the department , . •/ , ^ 

• Number of students eni;olldd in the program ' ... 
/ Number of- off-campus facilities. 
/ Extent of laboratory courses ' ' . li^ ' 

(PAC, January 28, 1970) ^ 

3 246 COMPENSAUON FOR COACHING AND SELECTED EXTRA -CURKICULAK ACTIVITIES 
(Approved by the Board of Trustees, September 16, 1974; effective 
July 1, 1975) 

a. Assignments applicable to coaching, inter-col legiate and intramural 
' athletic activities. of the College, and assignments applicable to the 
performing arts productions of the College will b^ made a part of the 
regular teaching load of the College, 'there^climinati*g such 
assignments, as released time.. ^ ^ , <3 

Compensation for these assignments will be computed on the basis of 
the Board approved part-time salary schedule of the College, by the ^ 
formula which fol lows designating the hours allocated to erach 
category of activity to which such assignments will apply and upon 
which the compensation wiH be computed: 



4' 
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• * '»r 

■ ^ COACHING COMPENSATION < 

, ' V." HOURS ASSIGNABLE 

' i 'by ■ . " 

CATEGORY OF COACHING ACTIVITY ' . . ■ . " 

« 

Equivalent Semester Equivalent Semester 

Equivalent Semester Hours Credit for Hours Credit 'for 

Category Hours Allocated Teaching Load ■>'^ Cash Compensation * 



A . . 8 ^ 3 . 5 

6 • ■ • - 5 • 2 . '3; 

C " 3 - 2 1 

Dv> '• . 3 •3 0 . 

• E 2 2 , 0 ■ 

The A)llowing coaching activities are assigned to the categories indicated* 

4 ' . * 

Ppptball (Head Coach), Men's Basketball, Baseball, Track, Wrestling, 
Soccer, Intramurals (Rockville). 

B. Foo^tb^^l (F\rst Assistant), Men's Te-nfiis, Golf^Swimming. 



C. Women^s Basketball, Women's Hockey, Football (Second and Third Assistants), 
Women's Volleyball, Women's Tennis, Gynffrastics Cross Country, Baspball 
Assistant, Soccer Assistant , Tr^ck' Assistant , Basketball Assistant, 
Intramurals (Takbma Park). / 



D* Director, Choreographer, Conductor Scenic ^Designer • + 
Lghting Designer, Production Manager. + 



^ Lie 



^Lilnitation ; No individual athlfctlc coach may receive more than four equivalent 
semester hours of teaching load credit, nor .^.ix equivalent semester hours of 
monetary compensation per fiscal vear through multiple, coaching assignments ^(f 
enrollments' in the physical education department .re^lt in less than 4. full 
teaching ,load for the faculty, the campus. dean may assign teaching load'^^crcdi t , 
to the affected faculty in lieu of cash compensation, in which iristaace' the^ 
aforementioned limit of four equivalent semester hours teachiflg lod<d credit'. - 
would be waived. ^ x '.^ * ^ . 

+Limitation: No more than a total of 30 equivalent semester\hour^. at th^ 
Rockville Campus or 12 equivalent, semester Hours at the' Takoma" Park Campus ma> 
be assigned fpr^all coaching activities in Categories U and E during the 
academic year. Within this total number of hour^ granted for music and ' 
•dramatic productions, the campus dean may approve assignments adjusted by the 
Academic D^an or the division chairman to reflect needs based on the actual 
productions selected (each production typically requires a different distriba 
tion of coaching activities). Similar to the limitation with the athletic 
coaches, no individual may receive more than five equivalent semester hours 
teaching load credit in any Semester. - * * 
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3.25 COMMITTEE OBLIGATION ^ 

a. Members of the faculty are assigned to standing committees through 
specific provisions for the governance of the College, Each 
individual is expected to accept his responsibility for attendance 
at regular and special meetings and for carrying" on tiis share of 
the work. All members of a committee are expected to attend each 
meeting unless excused by the chairman of the committee, 

■s 

b. Minutes pf all committee meetings are taken, either by an appointed 
secretary or bypembers, and distributed to all full-time faculty, 
except where other stipulation's have been made, 

(* « 
^ ' c. In April or May, when notified, the chairman presents to the 

President, or other officially designated person, a written report 

^ of the activities of his committee, 

' 3,26 ADVISING 



Advisihg, responsibilities will be added to the duties of some full-time 
instructors as pari of their total load. This assignment" may vary from 
seniester to semester, 

3,27 CURRICULUM LIAISON / 

Curriculum liaison assignments, like advising and committee assignment-s , 
. may vary from somc.ster to semester. The instructor assigned to 

curriculum, liaison will' be .responsible to the Dean of Program Development 
for this assif^nment^ He shall carry out the details of his assignment as 
ic is described in the "Description of Faculty Positions." 
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3.28 



3.281 GENERAL POLICY , 

. Th.e following policy on conflict of interest and related matters was 
adopted by the Board of Trustees, Montgomery College, in Resolution 
532-62, November 19, 1962 and reaffirmed on June 29, 1967. This 
policy supersedes all existing policies pertaining to this matter 
and covers all employees of the College. 

' "No employee of the Board of Trustees of Montgomery College shall 

engage or have a financial interest, directly or indirectly , in any 

' activity that conflicts or raises a reasonable question of conflict ^ 
with his duties and responsibilities," 

3.282 OUTSIDE EMPLOYMENT 
a. General 

* (1) Employees shall not at any time engage in any employment 
that would affect their usefulness as employees in the 
system, would compromise or jembarrass the College, would 
^ adversely affect their employmeiat status or professional 
standing, or would create a 'conflict of interest. 

(2) Employees shall not engage in work of any type where the 
source of information concenving customer, client, -or 
employer originates or results from any information 
• obtained from the College. 



\ 



,b. Faculty 



Faculty may not engage in any other employment or in any private 
business that conflicts with the assignment of ^duties at Mo^it- 
gomery College. Faculty may be assigned duties\from 8 a.m. to 
10 p.m- including Saturday. Since the assignment of specific 
hours varies frojn semester to semester xind the additional duties 
frequently require availability at short notice, all outside 
employment must first be cleared wit|i the appropriate campus dean. 
(See also paragraph 3.118.) 

Administration 4 



^ Employees on the administrat j"e salary schedule shall not engage in 
other gainful occupation except that such omp loyees , "with prior 
approval of the President, may engage in appropriate teaching or con 
sult^tive duties and in the writing of art4cles and books of a 
professional or literary nature, provided s.uch tfeaching or consulta- 
tive activities or writing do not interfere with their contractual 
duties. In certain hardship cases, the President may grant ^ . 
exceptions on a temporary basis. 

<1, Rosponsibil ity 

It is the responsibility o^ the appropriate campus dean to see that 
employees under his authority do not engage in other activities. 

* 
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3* 283 GIFTS AND OTHER EMOLUMENTS 

' ' No employee may solicit or accept directly or indirectly any gift, gratuity, 
^or favor that, has substantial economic value or that might reasonably be 
interpreted by others as .being of such nature that it could affect his' 
, impai>tiality . 

3*284 ♦ ENDORSEMENT (Approved by the President November 21, 1974) 

a. ^ Ijf.o enplcyee of the College will recommend for college use any product 
or service furnished by a firm in which the employee has a financial 
- interest that would" b^ enhanced ^s a result of such recommendation. 

No employee of the College will cause, permit, or assist 'any firm, 
; • , organization, or individual to circularize or distribute through the 
, College any 'commercial material of purely advertising nature unless 

it relates to potential purchases in. support of college programs -or 
" /opera t ions r ^ However, college bulletin boards , with the permission of 
the supervisot responsible for e^ch |>articuPar bulletin board, where 
applicable, may be used by college personnel, including students: 

' J (1) Fpr the advertisement of personal items, rentals or services; or 

^ (2) To bring to the ^attentioa of college personnel commercial items or 
-services believed to be to their benefit. 

The College takes^ no responsibility fpir items thus posted on bulletin 
boards, and respective supervisors reserve the right to clear bulletin 
boards at appropriate intervals. 

c. No college employee shall be involved on the college premises in any 
commercial ventut^ which involves the solicitation, acceptance of orders 
for, or the delivery of any corfimercial product or services unless all 

of tjie following apply: 

(1) *The commercial venture is for the benefit of the College or for a 

project that is sponsore^ by a '*recognizedV group or organization. 
'^Recognized" groups br organizations are those which have approved 
charters on file with the Campus^ Director of Student Activities or 
which have been duly authorized by the President, 

(2) The conduct of the commercial venture is approved in writing^ by the 
Campus Dean, the ^Dean of . Administration, or the Dean of Education, 

as appropriate. * ' • ' 

* (3) The procurement of the product or service is cbvered by either a 

written agreement between the College and the vendor or a purchase 
order issued ^y the Director of Procurement. 

(4) Any profits and/or *c9hmiissions will become the property of * 
Montgomery. College. 

(5) No rebates, commissions, gifts, samples, or other considerations 
will inure to the benefit of any college employee, 

d, \Whejj requested, appropriate college staff may provide references on 
j^ervices and items used by Montgomery College. Such references' may 
only -be furnished in response to a specific veri£iable request from 
another institution, a business entity, or an organization. In this 
context, the furnishing o^ a favorable reference is not construed as 
the kind of endorsement that is prohibited by college conflict of 
interest policy. 
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3.285 TUTORING 

a. No tutoring by employees for which a remuneration is received shall ^ 
take place on the public property of the College. 

b. No regularly employed instructor in the College shall tutor, for a 
remuneration, either during the school year or in the summer, any 
pupil who is enrolled in the College. 

3.286 USE OF PROPERTY, SUJPPLIES, EQUIPMENT, AND MATERIALS 

r 

a. Use bf Movable Property of Board of Trustees, Montgomery. Col lege 

All movable property (in^uding supplies, *equipment, and motor ^""^ 
vehicles of the Board of Trustees, Montgomery College) shall be 
used by employees for Board of Trustees' purpbSses only. 

b. Use of Supplies and Equipment Produced by Employees , 

All supplies and equipment produced bj an .employee dui^ing or prior to 
his *or het employment at Montgomery College may be used by the College 
on the same basis- as any other items, provided that the employee-pro- 
duced supplies and equipment be selected and approved, for use in ^ 

compliance with the established procedures of selection for the College. 

The fact that the material was pro'duced by said employee, shall not be 

considered for or against its selection. 
" ^ . % 

c' Use of MitferjLals Prepared by Employees 

^nstruc*tioiial ot non-instructional materials produced alone by an 
eijiployee in the College or in association with other such employees for 
which substantial. time, facilities, or materials of the Board of Trustees 
have in any -'way '.been employed shall become .the property of the Board of 
Trustees. If any' 'occasion should ari^sg iii^^ich it may be advisable to 
consider a different policy for any specific as.signment, it will be 
. ' ' considered and decided by the Board of Trustees in advance of that 

assignment. (See als,p 7.509 c.) 

3.287 POLITICAL ACTIVITY ' , ■ 

a. College employees engaging in political activity shall make it clear 
that their utterances and actions are, theirs as individuals. (Resolu- 
tion, Board of Trustees, December 17, 1968) 

b. While employees are encouraged and expected to assume full citizenship 
responsibilities by taking an active part in issues platform develop- 
ment, voting, etc., they, shall do this as individuals, not during duty 
hours nor on college premises. 

' "^c. Leaves of absence for political activity ar^ governed by par. 3.443. 
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^ 3.289 . ; ■ / 

3.289 VIOIATION ^ . - • , . 

Any- violation of ''the foregoing policy will .cons4:it:ute an act of 
^'insubordination** and will He dealt with Accordingly, as prescribed 
by law. In instances not" specifically covered by the foregoing 
regulations, or about which there is a question of interpr^ion, a 
request may be made in. writing-* to the President for an interpretation 
' < •frr ruling. J ' P 

' 3.29 EMPLOYMENT .WITHIN THE SAME FAMILY (PAC, May 1, 1969^ 

^ ** . . * 

A husbapd^^d wife may both be employed at the College but they 

except as a temporary expedient, be assigned to tlie same ^ 
campus office or department. Further, no special consideration with 
regard to teaching schedules or other college assignments will be 
given on the basis of this marital status. 



7 
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, 3.32 

■3*32 • ACADEMIG RANK' * " ' 

Procedures^ concerning the assignment of academic rank were approved by the 
College Faculty Senate, March 1, 1968; reaffirmed on October 31, 1968; and sub- 
sequently, approved by the Cojlege President* Modi,fication$ which resulted from 
proposals by the full Faculty on May 19, 1972,. the Faculty Senate on October 31, 
1972 and from suggestions from the Board of Trustees on September 13, 1972 werg 
approved as modified procedures by the President on February 1, 1973. Furthei;^ 
modifications were approved by the full Faculty and President on August 19, 1974. 

3^321 POLICY , ; 

In 1961, by Boar<J Resolution A37-61, a System of Academic Rank was 
approved by the Board of Education af f tcti^T both full- and part^ ^ 
tiiic initrucpors. Rank designation, for full-time faculty arc Jhe , ' 

uVuU ones pf instructor and asaistant, associate, and full .prof eaaor. 
^^designations for pa^t-tine faculty are lecturer and adjunct 
^feasor. 

3.322 PURPOSE ' . ' • ^ • ^ 

The purpose of the fo/loving procedures ia to establish guidelines • , ^ . 

* ' for the #88lgniienc of rank to faculty and f or .the adyancenent from 
one rank to a higher rank. , ' ' • ^ 

'3.p23 . ORIGINAL RANK ASSIGNMENT FOR FULL-TIME FACULTY 

a. The rank aaalgned a new full-time >Mmber of the faculty depends 
upon hia degree status and hia teaching «t}d related professional 
* experience.. ► 

Rank assignment will be based on a point system: - 

(1> Onq point Is grinted for each year- of full-time teaching In 
♦ ' a college or university. 

(2) One-half a point is allowed for each year of full-time 
teaching In a secondary school. 

(3) One-half a point I's Included for each yc^r of prof eialonal '\ ^ 
or Industrial experience that, Is related to thp faculty 

member's work at the College. * */ 

*(4)~ Four points are given for an earned doctor 's degree; threa 

for a maatet'a degree with 30 hours of ' additional work, if '* . 

the faculty member doefl not have the doctorate/ an4 tyo for - * ^ 
» ■ a master's degree with fewer than 30 hours^'of additional work. . 
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(5) For purpoaea of detennining initial rank only , no niore|thap 
one point may be added baa^d upon exceptional achievemd?it/in 
teaching or related profeaalonal activities.- A written 
Juf^Clficatlon orf the fractiona or point assigned shall be 

, prepared by the department chairman and^ahall accompany the 
recofonendatibn. , 

(6) \A point sum that la leaa thapi 6 petmita the aaaignment of 
' inatructor rank; ^ minimum point sum of^ 6 petmita the 

aaalgnnent of an aaslatant prpfaaaorahip; a minimum point 
aum of 12* permita the aaaignment of an aaadciate profesaorahlp; 
a minimum polnti aum of 18 permits the rank of full professor. 

• * '\, * * 
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c. Procedures ' . 

(1) The dMartnent chainwn ukestht initial reconaendation for tht 
origii^r assignment of rank through the appropriate auperviaor to 
the caapus dean; he forwards the reconanendation to, the Senate Sub- 
coBBiittee on Renewal^ Contract, Rank, and Tenure which gives it» 
^valuation to the President for action. (See aJso paragraph 3.114d,) 

(D The faculty' member may initiate a request for review of the original 
rank assignment through'^the dcparbaent chairman to the. next* appfp- 
4 . priate supervisor. 

* ' • (3) Usually, the department chairman concerned^tfnd either the Academic^ - 

Dear\ or appropriate division cKalrmati are^ invited to take part In 
the committee's evaluation of the faculty, but they do not formally 
vote. • 

1 

(4) Every effort should be made to assign rank prior to employment 
of members of the Faculty. .In most instances, at the timfe 4 
candidate is* recommended' by Che Campus Dean for a faculty posi- > 
• tion, alnd prior to th^ President signing 'the* contract,^ the ' 

* * Committee on Contract, Rank, and Tenure receives a recommendation 

regarding the candidate's initial rank assignment.. This tank 
assignment reconmiendation is 'then processed expeditiously through 
the committee, and the< prospective .faculty member ^^formed of the 
proposed rgnk assignment at the time his contract is ; transmitted. 

3.324 ASSIGNMENT TO ADVANCED RANK (Approved by .the . President , AUgust 19, 1974) 

a. Before being considered for advancement in rank, a faculty member must 
hold an assigned rank for a minimum of two years. After receiving his. 
initial full-time faculty rank, a faculty member may be considered only 
for advancement to the Aext higher rank. Rank advancement is based upon* 
the criteria indicated in paragraph 3.323b' (6) . No points may be 
awarded any -given year for advancement in rank if an^ increment is not 
recommended upon evaluation for a salary increase. Points beyond those 
' " awarded for initial rank nwy be granted as follows: 

(1) One point for each year in which there has been a positive pvalua- 
tion for salary increase, • ^ 

(2) Eour i^ointi for an earned doctor* s degree less any points previously 
awarded for a master's degree. 

(3) Three points for a master'.a degree with 30 hours or more of required 
academic study (if the member ^^^f -the Faculty does not have the 

^ * doctorfta^ lesa any points originally awarded for a master's degree*, 

(4) Two points for a master^s degree with fewer, than 30 hours of 

^ required academij $,tmdy providing that points were not originally 

awarded for this achlevemeut. 
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^ • ' , * 

!)• One additional point shall be added for each *year in which an 

evaluation of superior or excellent has been earned. 

t"/ . . ' 

, c. Evaluations* are processed through the Campus Dean fbr certification regard- 
ing points to be assignedi to the department chairman for recommendation; to 
the Sub-Committee on Contracts, Rank and Tenure for appropriate action; and 
• to the President for a^pproval. 

3.325 RANK ADVANCEMENT FOR DEPARTMENT CHAIRMEN 

Recommendations for advancement of department chairmen are initiated by the 
Academic Dean of the Rockvill.e Campus and th^ Campus Dean, on the Takoma Park 
Campus who forward the recommendations to the Seriate Subcommittee on Renewal 
of Contract, Rank an^ Tenure, which gives its eyaluatiori to the President for 
action. . ^ . . " 

3.326 yjm. ASSIGNMENT AND EVALUATION OF PART-TIME FACULTY' ^ ' - - 

* a. New part-time faculty are automat icjilly assigned the rank of lecturer. 
Upon completion of eight semesters of part-time service, which need- not he\ 
consecutive, a part-time faculty member is eligible for assignment to the 

' * ' ' rank of adjunct, professor. However, this assignment is not automatize, but 
depends i^pon an evaluation wliich will consider factqrs of outstanding 

* teaching competencej' general interest, and contribution to the institution, 
etc. The recommendation is initiated by the department chairman and is 
^forwarded to the Campus Dean, who[ forwards the recommendation to the Senate. 

' ' Subcommittee, on Renewal of Contracts. Rank, and Tjenure, which gives its evalua- 

tion to the President for action. ^ ^ . - ^ 

b. For purposes of employment, aM part-time faculty at Montgomery College 
^ ^ have one official record, •when evaluation of service is required,^ the 

* / campus at which the individual's service has been greatest? will be respon- 
/ * slble for* initiating such evaluations. Any evaluation for change in 
compensation that may occur within this system shall not be assumed by 
the faculty as a guarantee of continued future employment^ nor does it ^' 
establish any prJ.ority among instructors. Each semester's employment of 
4 part-time faculty member will he dependent upon the needs of the College 
and budgeted funds. Normally, appointments of part-time instructors aire 
made after registration for a. semester has taken pjace. (Approved by t^e 
Bbard of Trustees, Operating Budget FY 1975, May 20, 1974) ^/ 

3.327 * RANK ASSIGNMENT OF TEMPORARY FACULTY 
Faculty appointed on a temporary basis v/ill be assigned the rank of lecturer. 

* 3.329 NOTIFICATION' AND APPEALS . t ^ 

a; .The President/aot if ies the faculty member of his assignment of .original 
* rank and ^'advancement in rank. ( ' "** f^j, 

b» The faculty member should be made fully Sware of the results of the 

evaluation at each step^ If the decision ^is adverse to the faculty member, 
he will have the opportunity to appeal the decision to the Subcommittee on 
. „ Renewal of Contract, Rank and Tenure. 
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3,33 FACULTY SAIARY EVAmnON POLICY (Board of Trustees, December 19, 1975; 

Modified October 21, 1974)* ^ ^ . , " 

The Faculty Salary Evaluation Plan has been introduced at Montgomery 
College in the hope' of realizing primarily two goals: ' ^ 

' a. Recognition of proven excellence in teaching by faculty iriembers 

of the College. ' . • 

b. Encouragement ^^ward excellence for those who have demonstrated 

substantial competence in teaching, ' ^ 

In the process of implementing such a plan, feach faculty member will be 
evaluated annually.* This evaluation process sh<^ld be constructive, in 
nature. The harmonious working together. of the evaluator with the faculty 
member being evaluated jshould lead to a recognition of those factors which 
constitute excellence in teaching, and the assessment of the various means 
and methods Ay which these are .achieved. In carrying out the Faculty 
-Salary Evaluatiorl Policy, the College* will tneet the salary amounts 
to support the intent of the plan^ without estabiishment of.lEaculty 
quotas, to the fiill extent of salary ^appropriations made availabj.e to it. 

' 3,331 ADVANCEMElfr WITHIN GRADE ' - ' ' ' . ' ' 

- a. One-Step Within Grade Advancement ^ 

^ J^ . (1) All faculty will be evaluated annually. If granted,/a one-step 

^ , , • increment shall become effective July 1 following th§ evaluation. 
* . * A one-step within grade advancement jrteans an advancement of one 

\ ^ step in the same grade 'on the^salary schedule. ^ 

^ . (2) The one-step within grade advancement denotes ^lompetence, but not 

necessarily superior performance. Advancement shall be determined 
• = * upon appTicabl^e evaluation criteria established- and apprjoved by the 

; , 'Board rel-iative to College-wide Faculty Evaluation Policy and 
^ \^ Criteria (see paragraj>hs 3.34, 3.35 and 3.36) for all full-time 
^ faculty. - 



.7 
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Annual evaluation for salary id applicable only to those ^full-time members of the. 
faculty whose contracts are effective prior to the end of the third week of cla^^es., 

in which life evaluation is to take' place. . • ) 

Modification 121, November 9, 1974 ' ' * 
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* (3) Evaluation Procedures 

(a) The departmenL chairman shnll evaluate uKMiibers of llu» cli'jKirlnu nl . 
Department chairmen on the Rockville Cnmpus shall ho evnlujled by 
the Academic. Dean. Department chairmen on the Takoina Park Campus 
shall be evaluated by t|ie appropi^iate division chairman. 

(b) If advancement is denied, the reasons shall be stated in yriting 
and the individual must be given a chance to state his case to 
the evaluator. 

(c) The recommendation resulting from the evaluation is forwarded 
^'^"'^'^^ directly to the Subcommittee on Contracts, Rank and Tenure for 

review and recommendation. 

'(d) The recocinendation of the Subcommittee on Contracts, Rapk#and 
Tenure is forwarded for review and decision to the CampO:s Dean, 
who may consult with appropriate administrators in his review of 
the decision on each evaluation, the Campus Dean having taken into 
account the recommendations of the Subcommittee on Contracts, 
Rank and Tenure. - ' 

, * (e) The Campus Dean's decision, based on the Campus Dean's review and 
assessment of the performance of each faculty member, is forwarded 
for appropriate action to Che President as chief administrative 
* officer of the College. ^ ^ ^ 

(f ) Denial of a recommendation for a one-step witfiin grade advancement 
by the Subcommittee on Contracts, Rank and' Tenure may be appealed to 
the Appeals Committee., This appeal must be^ in vritlng and must be 
made within ten (10) days after receipt of the recommendation. The 
reconmendation of the Appeals .Committee sjjall be forwarded to the 
Campus Dean for his consideration and decisiSg. 

(g) Copies of the recomraend'ations of evaluators toge^ther with copies of 
the final decision for the on^-stei5 within grade advancement ' shall 
be kept in the files of the Office of the Dean of the Faculty, and 
made available to the President and others he may designate. If,' 
because of budgetary constraints, the salary advancement ^ is denied 
in whole or in part, or not funded, *such information shall be m^de 
a part of the record. ' »^ 

b. Two-Step Within Grade Advancement 

(1) An individual who demonstrates superior performance but^ is not eligible 

^ to apply for advancement to a higher grade may receive a two-step within 

grade advancement, or its equivalent. It should be clearly understood 
that this type of advancement is intended to accommodate the advancement 
of faculty member^ who cannot be equitably advanced under other provi* 
sions of this evaluation plan. It shalit be used only in extraordinary 
circumstances, and shall become effective July 1 following evaluation. 

(2) The twQ-atep within grade advancement means a^ advancement of two steps 
in the saflft grade of the evaluation salary schedule, or its equivalent, 
provided such steps exist. ^Advancement shall be determined by appli- 
cable criteria established and approved by the Board relative to College- 
wide Faculty Evaluation Policy and Criteria (see paragraphs 3.34, 3.35 
and 3.36). Evaluation for the two-step within grade advancement shall 

be conducted pursuant to Paragraph 3.342, items a* through h. 
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(3) Evaluation Procedures * , ' ^ 

f 

(a) The ^department chairman shall l^iltlate nnd make rocommcndjl ion 
for the two-step within ^rade advancement for faculty ol" lIjc 
department. The appropriate division chairman at the Takoma 
Park Campus and the Academic Deabi at the Rockvllle Campus may 
also Inltlatfe a two-step witHln grade advancJeiient 'for ,thelr 
respective campus faculties. The appropriate dlvlslop 
chairman at the Takqjna Park Campus and the Academic Dean at. 
the Rockvllle Campus shall initiate the process s\f.d makfe t 
recommendation for the two-step within grade advancement of a 
department chairman for their reiipective campus. ^ ^ 



\ 



(b) The recommendation resulting from the evaluation is forwarded\ 
directly to the Subcommittee on Contracts, Rank and Tenure 
for review and recommendation. 

(c) The recommendation of the Subcommittee <m Contracts, lUnk and 
Tenure iis -forwarded for review and decision to * the Campus Dean, 
who may consult wi,£h appropriate administrators in his revi-ew 
of and decision on each evaluation, tjie Campus Dean having 
taken into account the recommendations of the Subcommittee on 
Contracts,. Rank and Tenure. J 

' . ' / ... 

(d) The Campus *Dean ' s decision, based on the Campus Dean's^ revlfew 
and assessment of the performance of each faculty member, is 
forwarded for appropriate action to the President as chief 
administrative off^e^ of the College. 

.(e) Any faculty member rVcoramended for a two-step wlthlh grade 
advancement may, without prejudice, withdraw his eval,uatlon 
recommendation at any time during the evaluative process. 
To withdraw from conslderiatlon, the person shall Indicate 
his intent in writing to the original evaluator and the 
Subcommittee on Contracts, Etoik and Tenure. 



\ 




(f ) Recommendation for a denial of a two-step within grade ad- 
vancement by the Subcommittee on Contracts, Rank and Tenure 
may be appealed by the faculty membei? to the Appeals Committee'^ 
The appeal must be made within ten (10) days after receipt of 
the recommendation to deny and must be in writing. The . 
recommendation of the* Appeals Committee shall be forwardred to 
the Campus Dean for decision. 

(g) All* decisions concerning performance evaluation fori a twb** 
step within grade advancement shall be made no later than 
December 1 of the calendar year preceding implementation. 

(tii Copies of the recommendations of the evaluators together with 
copies of the final decision for the -two-step wlthly( grade 

;/ ■ ' ■ ' ' / ■ * 
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advaneement shall b6 kept In the files of the Office of the 

/ - ' Dean of the Faculty and made available- to the President and 

others he m^y designate* If, because of budgetary 
constraints ) the salary advancement is denied in vhole or 
in part, ,or not funded, such Information shall be made a * 
part of th^ record^v 

(i) Any faculty member who receives a two-step within grade 
' advancement, will not considered far another two-step 
% advancement of any type until he is in his fourth ycf^r of 

service following tne last two-step^ salary implementation 
» date. , ' ' 

* ^ V, • • 

3-332 ADVANCEMENT FROM GRADE I TO GRADE II, GRADE IT TO GH>i)E ITT AND GRADE IIJ 
' TO GRADE IV - ' 

' ' ^ 

a. Advancement to a higher grade denotes superior performance » and may be 
attempted by any tenured faculty after reacihing the fourth step within 
grade, providing the faculty membet has not<.received a two-step advance- 
ment during the previous four years of service. In addition, any 
tenured faculty member wfio has reached th€v, fourth step within grade may 
be recommended for ah advancement to .a higher grade Ijljr.the department 
chairman. Further, the initiative for recommendation of an advancement 
to a: higher grade for a "tenured faculty member on the fourth step of a 
grade may come from the division chairman for faculty of the Takoma Park 
Campus or the Academic Dean for 'ttie faculty of the l^ockviMe Campus. 

b. Advancement ^hdll be determined by applicable criteria established and 
approved by th^ Board relative College-wide facuj..tx evaluation 
policy and criteria (see paragr^hs 3.34, 3.35*and 3.36). ^Evaluation 

, for advancement from Grade I to Grade 11 and from Grade 11 to Grade III 
shall be .Conducted pursuant to Pilragraph 3.342^ items a throjiigh and' * 
evaluation for advancement from 3rade I^I to JSrade XV ^shaXl be conciucted 
pursuant to paragraph 3.343, it^pis a through h, of the College-wide 
Faculty Evaluation Policy ai^d Cr|!teria, ad _a'forementlx)ned^ 

N c^. Evalua"t^;rin^ Procedure ^ 

. (1) The faculty member desirin^^^^Pancement^tp a higher gr^de, or^ 
being proposed (for^ such. advai9cm^t, shall submit to the 
department chairman the documents indicated, in the College-wide 

* Pacul^-y .Evaluatidn Policy and Criteria.' dK the Takoma Park 
Campus, a department' chaiijnan being considereci for advancement 

* shall submit 'Such documentation tp the appropriate division - 
chairman; on the RockVille Campus a, di^partment chairman being 
considered fot advancement shall Submit such documentation to 
the Academic Dean: • « / « 

(2) The recommendation resulting from the Evaluation is forwarded 
directly to the Subcbmrnitteie *on Contracts, Rank, and Tenure". 

ftodification- 11?, Jahu&ry.lS, 1974 • * ' . 
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(3<) ^The recommendation of the SubeommitteB ph Contracts, Rank and 
Tenure is *^ forwarded for review and decijBlott to the Campus Dean, 

, who may consult with appropriate adbini^sttators *in hia teview 
of anfi decision on each evaluation, t*h^' Campus -Dean hafving* 

. takeo-^to account the recommendations 'of the Subcopmittee on 
Contracts, Rank axt^ Tenure* j • ? . 

•> I ■ =• • ; " 

(4) The' Campus Dean's decision, b^fsed on the Campus Dean's review 
and assessment of the peffarmance of each faculty member, is^, 
forwarded for appropriate action to the President ie. ch^lef- 
administrative officer of the College.** 

(5) Any faculty member recommended for ady^nceme;\t th a higher 
grade may, without; prejudice', ^withdraw his evaluation . ^ 
recdmmehdation at; any time during the evaluative .process • To 
withdraw from cons ideratidn^j^ Che person shall itfdicate his 
iAtent In writing to the ori^iiial evSluator and the Subcommittee 
on Contracts, Rank .and Tenure; * • • • 



r 



V 



(6) Reconmendation for a denial q£ Advancement to a higher grade by 
the Siibcoianittee -on Contract^, i^ank ^and Tenure may' be appealed by 

' • the faculty member to the Appeals Comnitfee. This appeal must.be 
.made within ten (10) days af^fer receipt of the Subcfommitteer's, 
recommendation and^must be iA' writing. 

' • - - • i; ' ' 

(1y All decisions concerning performance evaluation fbr advancement 
to a higher grade sh^ll be tiade no later than Debember 1 of the * 
caleftiJar year preceding imt)Jementjation. f 

* > * 

(8) The documents related to the .evaluation for the between-grade 
advancement:, as well as the recommend&tioivs; ^hall be kept in 

* the files of the Office of';ehe'Dean of tli^ faculty, and made ' 
aWilable to the President and others he mj^y designate. If, ' 
because of budgetary, .constraints, the salary, advancement is 
denied in whole ^pr-^ln part, or not funded, such Information shall 

•be made a part of the record;** > • * 

(9) Any faculty mejnber wfio repeiveX a two-st^p ad^Wncanent to the 
next higher grade may apply for andtller t/wo-dtep advancement 
df any type until he is in his fourth year of service ^following 
the la^t two-step salary implementation ^date, * 
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3.333 ^APPEALS COWJITTEE 



V 1- 



a.^ This Conxnittee shall consist "of the Dfean of the* Faculty and fiour 

tenurfed' members of ,the fufl-time f faculty who will, -be Appointed ^ 
by the Fac'iilty Sena^fe* each year; VSubstitute members will be 
appointed for .cases in which a committee member .-has direct 
involvement. ' • / ^ 

' . ' / : • f * * * ' 

h. The Coittittee?' may rever^fe ftegativeVrecomdienda Lions* for^a within- 
gradd .or a between-grade' advrticcment. 

c. Ii^trent to appeal a recommetidation mus.t .be indicated in writing to 
the Qhairman of the* Appeals 'Cdljmlttjfie within ten (10) days after ^ 
receipt of th^^ilfecislon. \^ ^ 

• y / . ( 

3.334 SAURY DETERMHiATK^ o' ' 

- /c . ' 

'The Campus Dean shall also decide and, forward to the President fol: 
appjfopri^te action, the salfhry placement for each faculty member, after 
: ^ , taking into accouftt budgetary allocations , for full-tlm^,, fatuity salaries 
for th^ campus;, .w£th.in the fiscal control policies of. the College. 



3.335 'ADMINiSJiRAflVE COORJ)INATING ^OFFICE . 

All faculty eValuat^ion xna^terlttts seht to the Subcommittee on Contracts, 
Rank an^ Tenure or /to the'Appeals Committee to the Campus Qean 
shi^ll be routed y*|i the Dffite if the Dean, of the Faculty. Thie Office 
of the Dean of the Faculty shall' be the adbinistrative coordinating ^ 
i office fqt tlie^^Paculty Evaluation. Plar^. / ^ - ' 

.3 . 336 STAXUS REPORT /AND CRIT IQUE ^ ^ ; ' , * - ♦ 

A status r4]^9tt ^,and. critique of the* operation of the. evaluation system 
will, be maie by^the. Cf^airman of the Faculty Senate tp. the President for 
transmissioil %o t^e Bq^Vd of Trustees in Pecember o£ each year. The 
.'rPresident'ipf the College shall provide a report to the Board eacji 
, September regarding the putcome of faculty stilai^ eval^uaMons of the 

jprece^ing fiscal year.* V * • ^ ^ ^ 
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3.*34 ' GOLLEGE-WIDE FACULTY EVAUJATION CRITERIA (Approved by the Board of • 
Trustees, October 15, 1973) ' ' 

3.341 pN]^-STE? WITHIN GRADE ADVANCEMENT 

/ ' ' To receive a recommendation for one-step advancement, for any one year, 

the faculty member must demonstrate adequate professional, artd other 
'CdUege related competence by meeting the following basic criteria: 

a. Performs* the dutJ^es of a full-time faculty member. (See paragraph 
'3.22.) . , ' 

b. Fulfills '4:h§ departmental objectives and requirements as specified 
Xp- departmental syllabi and. other departmental materials '(minutes, 
memoranda, etc). 

^' * \ ■ 

c. EvaJiAates student work' as appropriate according to departmental 

. stand irds. ^ ^ 

d. Cotxdu :ts class discussions when appropriate. 

i ' ' ' 

^ 3.342' ADVANCEMHOT FROM GRADE I TO GRADE, II OR II TO III OR TWO STEPS OR THE 
EQUIVALENT THEREOF IN SALARY FOR' ONE YEAR 

To receive a recommendation for advancement front Grade I to TI or II 
\ to III or two ste.ps within grade, or its .equivalent salary- for any bne 

yearj'^he faculty member must demonstrate superiority by meeting the ' 
.-following criteria: 



a. Performs the duties of a full-tiine faculty member .(see paragraph 3.22). 

^ Fulfills the devpartmental objectives and requirements as specified in 
departmental syllabi and other departmental materials (minutes, 
memoranda, etc;).' - - ^ ■ . . - Jr 

c. Eyaluates and comments on student work in a way that .could l5e 
•expected to help .the student to prepare better work the i}ext time^ 



. ^ d. Organizes and ^stim^lates^ discups^ioxi, when appr&pria^, in a way that j' 
involves the active participation- of most, if no£ all, students. ^-^^^ 

e. Submits appropriate indication of student judgmeht^ 



f. Fulfills 50% of the total number of co,lle^e-wide|dif fereiltial 
teaching criteria (See paragraph 3.35)., or 56%! of specif ic 
criteria which may be* used pnly3y those departments having a 
special need for them: e.g., Lilfning Resources, Student Personnel, 
and Library (see paragraph 3; 36)^ . . ^ 

g. Submits evidance of special merit in at least one of the following: 
(l) Seirvice to the dei^artment , ^ . . 
'(2) Se^ice to 'the College ' ■ i ' ; 
(3) .'Service! to the tomfnUnity ' ■ ' ^ ^ '. ' 
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(4) ProfessiTjpal growth . \ • ' [ } ,^ 

(5) Contribution to the profession , •* . 4 - 

h. Submits a self -evaluation indicating' teaching strengths and 'arefis 
in which Improvement seems desitable. ' • • 

i. Faculty anticipating requesting intergra'de advancement must indicate 
to the Appropriate evalu^ator ^ ye^r in advance their intent to 'apply.. 

3.343 ADVANCEMENT FROM GRADE III TO IV WITH TWO STEPS OR THE EQUIVALENT 
' • * THEREOF IN SAIARY IN QNE'YEAR \ " ' ' 

f 

To receive a recommendation for advancement from Grade III to IV, with 
a twQ-step increment or its eqyivalent salary for any.qije yearV the 
faculty member must demonstrate excellence l^y meeting tlje following 
criteria: . ^ 

• ' '* ■ . • . « . . • 

a. Performs; the duties of a full-^time faculty vm^ber in accord with 
current 8tatement9 in the Faculty. Handbook. (See paragraph 3.22.) 

b. Fulfills the departmental objectives and requirements as specified 
in departmental syllabi and^other departmental iqateri§ls^ (minutes, 

. , memoranda ^ 6 1 c. ) ; ^ ^ 

c. ,Evaflu$tes and comments on studen^t work ^n a way that"^ could be * * ' 

expecteii to' help the student to prepare better work the next time. 

* ' ' • ** 

d. Organizes ^nd stimulates discussion, when^appropT^ate, in a*:way 

' that invdlves the active participation of most, if not-all, 8,tudent6. 

e. Submits appropriate indication of student judgment. 

f. 'Yulfilfs 75% of 'the total number of college-wide differential 

teaching criteria (see paragraph 3.35) or 75% of specific criteria 
which may be used only by. those departments having, a special need 
for them^: e.g., Learning Ri^soUrces, Student Peraomjel, and Library' 
(see paragraph 3.36). ' " 

g. ftxbAits cs^idence of .special merit in at least^ lrwo of the following: 

(1) Service to the department . ^ ; / * 

(2) ^ Service tp^ the College . i . 
*(3) Servjfce to the ct>fnmunity / * ♦ 
(^Professional growth ^ > ' ^ 

. (5) Coutributl'on to* the profession ' ' . . 

h. Submits a Self-evaluition indicating teaching strengths and' areas 
in "which improvement seems desitable.' " ' • • 

^1. Faculty anticipating requesting intergradfi advancement must indicate 
to the appropriate evaluator a year in* advance theij: intent to apply. 
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3.35 finTJjy:R-gTDE DIFFEREOTML TKACHIMG CRITERIA (Approved by the Boafed 



(a2i 



of Trustees, October 45, 1973). 



3.351 ^ TEACHDJG sdliS 



Present and clarify Ideas and. concepts without distortion. or 
oversimplification in a nfanner that recognizes the wide • 
range of students in k comprehensive community cpllege, both 
' in their Abilities, and their career goals. 

b. 'Demonstrate skill in perceiving learning difficulties -anid.. 
assist and encourage students to work through problms. ' 

Develop and use teaching strategies which further inductive 
learning sp that much of what happens in the classroom is a 
matter of student discovery rather than teacher edict, 

d« 118:6 approaches and methods which fo.ster student intet'eQt in 

the particular^'courses taught and Vhich stimulate sti^ljents 
> to think, tfO analyze and to explore ideas. . H^^y. 

: ' / ' • ^ 

^* Combine a high degree of student participation with mainten- 
ance of emphasis on course material. ^ 

f. Utflize new and unexpected situations to 'facilitate 
integration of subject matter.'- . - \^ 

g. Experiment 'with and evaluate different mel^hods of instruction 
and teaching approaches and/or different' uses of instructional 
media., / . " 

h^ \ Demonstrate a real flair for teaching in a par^^guStiir '^ea 
(si^ch as review ♦courses, introductory courses, a<fvanced 
courses) . . ^ ^ . ■ ^ 

i. Proiijote discus sion 6 f teaching methods among deo^tm6ntal 
colleagues*^ - . " . ^ ^ 
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^ j. Use class critiques to develop the skill of self- 
eValuation and to encourage the development of, 
objective and critical thinking. ' " 



k. Demonstrate exceptional instructional ability, such as 
initiating new and successful methodology for a course 
or courses, completing a major revision in instructional 
materials, devising means for Improving instructional 
techniques, etc. 

* y 
V • 

1. Demonstrate the patience, the sensitivity, ^he creativity^', 
and the ability to establish and maintain a nositive 
leamipg atmosphere ih. the class. f 

3.352 INTERACTION, WITH STUDENTS ' ^ 

a. Demonstrate. an obvious availability and willingness to 
help students with problems related to the course. 

b. ' Make significant concepts especially available to students 
^ with atypical competencies, bofh the student who seems 

t'o have, a bent in the subject and the student who does not, 

c. ^ Demonstrate a willingness to direct studentslwho wish 

to do independent projects and monitor such activity 
to insure that academic standards are maintained. 



' 0 



d. Guide and couns^ students in preparation for employment 
or for admisrsion in professional sch^ools or senior 

' • * ' # colleges. 

e. Develop end/or teach non-required courses (e^lectives. 
Honors, review, exploratory. Free University, etc.) in 

, . ' . response to student needs. . / 

• \ » 

r. N Motivate students to do their best.. 

' g. ' JJse forms of evaluation of work/performance so that 

there is a demonstrable fit between the substance and 
instruments of evaluation on the one hand and the 
purpose and content of the course on the other. 
** . • • , 

h. Make assignments in such a" way. that students will know* 
what is expected of them and will be aw*are of the 
criteria upon which their work/performance will be 
evaluated. 

• : I 

3.353 TEACHING MATERIALS AND* TECHNIQUES » I 

a. ^ Review, re-evaluate, revise and rewrite teaching materials 
periodically. 

^ b. Present and clarify major objective(s) of course at the^ 

beginning' of the semester and other appropriate times. 
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c. Incorporate inUSj^plTi^sentations the historical and 
cultural context o^ £iie subject , where appropriate. * 

- 1'* < ' ' 

d. Tackle "new problems, work out solutions, investigate 
ideas, and keep up-to-date and informed about 
pertinent new materials and/pr practices. . 

e. Present evidence, be it through syllabi, writt;en 
course objectives, examitiatiohs , homework assignments,/ 
or other written md^erials, of unusually effective 
student -;teacher communication in learning. 

Organize and direct related academically oriented field ♦ 
experiences., when appropriate, including follow-up of 
stu^'^nt learning. 

Construct tests 'which, search for understanding on the 
part of the students rather than rote'^aemory ability. 

3.354'' OTHER ' ' , ' ^ 

Serve with distinction in a superior or excellent manner .as ^ 
chairperson of a department of^ faculty. 

3.36 DTFFEREOTIAL CRITERIA FOR LIBRARY FACITLTY. LEARNING RESOURCES FACULTY 
. AND STUDENT SERVICES FACULTY (Ai)prov€d the Board of Trustees, 
November 19, 1973) 

3.361 DIFFERENTIAL CRITERIA FOR LIBRARY FACULTY 

These criteria are divided Into three ariBas: general criteria 
... applying to all librarians equally; criteria applying to librarians 
engaged in direct service to students in the utilization of library 
materials; and criteria applying to librarians indirectly engaged 
. , in service to students through the ordering, preparation,* and 
organization of library materials. - • ^ . 

a. General Criteria Applying to All Librafians 

(1^ Communicates ideas clearly and concisely to administration, 
staff and student! in a manner that tesults in mu^tual under- 
standing both in Breech and writing. 

(2) Supervises library personnel in a positive manner In order to 
motivate them in achieving objectives and to develop in them 
capabilities for efficient production or completion of work. 

^ (3) C,ommunicfltes decisions clearly to the appropriate llbrafy ^ • 

personnelVin order that they can carry out their functions 
* in a consistent manner. 

(4) Deals positively with persons inside and outside the library 
demonstrating the ability to promote ideas in a creative and 
positive manner and giving evidence of an understanding that 
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public relatipns are a major 'concern of the library*. 

J (5) Prepares repdtts, records, and statistics for the orderly 

reporting and evaluation of library activities. ^ " 

Criteria Applying to LibrarianJ llfenf^A^ ed in Direct s^mr^rn ^ ^ 
Students in the Utiliz ation of library Material^ 

(1) Instructs students in the procedures for locating materials 
utilizing both written and oral methods and evalu&<es whether > 

.or not, as a result of the instruction, student^ are^le 
; to apply appropriate proqedures for locating materials/ 

(2) Conducts formal instruction in the use of the libra^nd its ' 
-holdings such as teaching introductory classes in library 

^ ' * research .techniques in "Freshman Seminar", English 101, or in 
any other specific subject offering of the College or conduct- 
^ ang personal instructioh on an individualized basis for any 
student requesting such instruction. 

(3) Conducts informal instruction in the use of the library and 
its materials s^ch as instructing students in respdnse to 

• questions at th^ reference des^, preparing-brochures, aids, ' 
and guides ia gerteral librafy research techniques, preparing . 
guides ,t:o research, preparing generalized audio-visual ' 
Library instructional programs and single concept programs. 

(4) Instrubts students in* the processes .of defining research 
problems and refers, students to any and all typ6s of media 

• which may be of usjb to the student in meeting his 

• educational objectives'. * ' 

(5) Locates partially and ii^dequatel^y 'identified materials and 
.other items of information for students and faculty by 

utilizing a broad range of .bibliographical sources, resulting 
in a definitive search. ' 

(6) Uses professilhal techniques in questioning students in order* 
" to help them define and answer research questions. . 

(7) Systematically evaluates all referenis^e materials as to their 
usefulness to the Instructional prog^rai^ of the College, ' - 
recoymnends the acquisition of new referWce materials as 
needed^, and recommends the removal of ol^ materials from the . 
collection when considered to be of no further use. 

• (8) Conducts formal and informal evaluations ^of the- effectiveness 
of reference services. 

(9) Lpcatds and acquires materials from other libraries or. other 
cknpus libraries for use by faculty,* -students , -^an^ staff. 

(10) Performs all reader services in a positive manner, demonstrating 
•'a willingness to assist and instruct students in*libtary- 

• oriented instructional endeavors. 
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(11) "^Develops and maiutai'ns the periodical and microfilm * 

xollections, insuring collections relevant to and in 
' . support, of the* instructional program of the College. 

(12) Participates in the adrnkiistra^^ion of ^he service functions 

• • of the library's fcirculation,, pei^iodical, and reference 

'programs. 

• • / (13) Supervises tRe yactivities and training of the library 

I assistants and dlerk-typists assigned to thO' circulation, 

^> . periodicals, and reference areas of the library to, ensure 

that these are'as are responsive to stuffent and faculty 

• ' needs. ' > • ' 

« • 
(14> Participates in the development ot jpolicles and procedures 
^ fdr the circulation, periodical, and reference programs ot 

, ' ' ^ the ^library. , ' 

/ * ' " . I' ' 

(15) Develops improvements in procedures and routmes in matters 
of reference to meet the needs of the &c^idemuc community. 

(16) CompileV or .participates in the^ com{)ilation of bibliographies 
an<J other book and media listings. 

De\)^lops and implements librar7 displays. 

(18) Develops" and administers the instructional aspects of the 
library education prbgram. 

(19) Determines the scope, content, and organiz'ation' of ' , 
collections of specific types of materials such as 

, occupational files, vertical files, gbveniment publication 
« ' files and collections, and state and' local government files. 

Criteria Applying to Librarians Indirect ly ^Engaged in Service to 
Students Through the Ordering^ Preparatioy, and Organization of 
Librarr^terials . * ' , - * 

. (1) Participates in the selection of materials, for the library's 

^enerail circulating collections. . ' * # 

(2) Systematically evaluates the library's general circulating 
collection as to its dus^fulness to the instructional program 

* of the College* ' ' • , 

r ' . ^ , ' . 

(3) Atquires new ;naterials 'jLn support of the College's educational 
, " 'program. " • . * 

♦ • 

4 (4) Examines all requests for neW materials to determine their 
• appropriateness in au'pport of the educational program. 
¥ . . . . , 

(5) Determines where and how to order materials in order" to 

achieve the best service? and greatest savings to the library. 
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(6) Participates in the Lormulatioia a:hd execution of polidtes ^ 
^ ' and procedures pursuant to the acquisition of all library 

materials. . ' \ * * 

(7) Supervises the ordering processes, serving as a cotnmunications 
channel between faculty, and librax'y on all orders, 

(8) Alerts apftfopriate factiUy to possible desirable purchases, 
and otherwise engages faculty in the book selection -process. 

(9) Ke^ps accurate records of all library Accounts in order. to 
ensure a systematic and prudent expendiLupc^ of budgeted funds. 

(10) Supjervises. the receiving and routing jf all inaterials 
acquired for proper identification and paymenc and for ^ 
assignment of priorities for orderly processing in order , 
to make the library as responsive to instructional needs 

as possible. . . - 

(11) /Systematically catalogs all matTerials to be added to the 
reference and circulating collections. 



( 



12). Develops procedures and routines for the orderly "and 
i efficient execution of 'the cataloging and processing 



functions of the library." 



(1*3) Mainl^ains any and all catalog^ considered, necessary for t^e , 
bibMographic control and. retrieval functions of the library. 



tJ 



(14) .Organises, Conducts, and supervises inventotierf made by tnk 

library. 

(15) , 'Receives 'and evaluates gifts* of books and other materials 

to the libraty, determining th^ir ^propriateness to *the 
library collection. ^ 

(16) Supefvise^ and trains' all staff personnel assigned to the. • — 
acquisition, qasfaloging arid processing areas of the/^UWary. 

(17) .Coordinates lautomated library "{Jrocedures with all ^lireas of 
the library instruction' and service and Data Systems. 

.(18) Edits the book catalog and coordinates all bibliographic; 
data entered ivfto the bobjc catalog system. 

(19) Revisea, evaluateq^ and reviews, as appropriate, all- 

procedures and policies relating to the book catalog 4>rogram. 



I' 



Modification 112, January 18,' 1974 



i07 



ERIC 



f 



3.364 



3.362 I5IFEERENTIAL CRITERIA FOR STUDENT SERVICES FACULTY it ' 

^ a. Must achieve a commendable or distitiguished rating in the counselor 

f evaluation criteria. 

b. Must achieve a cotnnendable or distinguished rating on the teaching 
, criteria (see paragraph 3.35). 

' . . • ^ Y 

c. Must achieve a commenaabl^ or distinguished rating in the student 
advising criteria. 

d. Must achieve a commendable or distitiguished rating in the specialty 
areas where applicable. > 

e. Must achieve a commendable or distinguished rating in contributions 
to the department, the Cpllege and community. 

/' 

,< * f. Must be adjudged commendable or distinguished^on^ majority of 
appropriate, evidence of student judgment, 

g. Sets and. achieves at a level deemed to be commendable' or distinguished 
- by the evaluators for a minimum of two objectives above and beyond the 

« normal assignments for the year. . . 

h. Demonstrates the dfeyelopment and use*of diverse materials vhich 
^ enhances the faculty meAber'6 ability to'work with the student. • 

1, Articulates wlCji other professional members of the College 

comnunity in order to bring ajjout a be)tter learning envirbnment. 

i 

^ j. Fulfills responsibilities in such a manner as to reflect credit 

^ . upon the campus and department appropriate to its objectives and 

^ goals by demonstrating that tkjie incumbent: 

*^ (1) Tackles new problems; 

('2) Works out solutions; . . - . 

(3) Investigates ideas;. ' 

' ^ (4) Keeps up-to-date .and informe<f about pertinent , new materials or 

practices. ' ' - - 

' 3.363^ DIFFERENTIAL CRITERIA FOR LEARNING RESOURCES FACULTY 

** • • • • 

The Learning Resources Faculty member: 

^ * a. Demonstrates skills in instructional development by working with • 

* ' ' faculty and students. 

, • ■ . 1 . . 

; \ V (1)' Given the 'wide range of prograni, of studertts, and of faculty 

/ skills in a comprehensive community college, the Leami*ng 
Resources faculty memfjer assists the faculty in: 

(a) Demonstrating" skill In percel^^ng^eamlng difficulties. * 
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*(b) AajBiflting and encouraging faculty and students to work ' 
through problems. 

(c) Developing and using learning strategies- which further 
learning by discovery, indiy^tiv^ly, and Seductively. 

(d) Using approaches and n^ethods which stimulate students 

to analyze, to synthesize , and to see relationships among 

*ideas. ' * ' ^ * 

% . ° . . , 

(-e) Combining a high degree of student participation with 
subject-matter mastery. 



V 



(f) Utilising and integrating current, \mexpected,or , 
immediately relevant situations into course content. 

(g) Experimenting with and evaluating different instructional' 
' methodologi^ and/or uses of instructional media. 



^ (2) Demonstrates exceptional leadership, or instpictiOnal ability, in 
^ initiating new and successful methodologies for a course or courses, 
completing major revisions in Instructional materials, devising 
means for improving instructional techniques, and instructional 
testing. » |K . ^ 

^^ (3) Demonstrates instructional ability to use and convey to others 
\ y principles and practices in instructional technology ot management 
of resources. 

(4) Prpmates ^isciission of teaching methods among departmental colleagues 

b. Demonstrates positive and supportive' interaction with students in the 
learning, enyironraeiit. 

(1) Is available and willing to help students with problems related 
to learning. - . 

(2) D.evelops learning laboratory programs, materials, an4 instructional 
activities Resigned to wake available to atypical or developmental 
students significant c6ncepts or practice in skills. 

(3) Demonstrates 'willingness to direct students who wish to do^ 
independent projects and monitor and evaluate such projects ^ 
against specific criteria. 

• ' ■ (4) Gul,des and counsels students in preparation for employment in 

Learning Resource related '^fieldS or for admission in professional 
schools or .colleges. 

^ (5) Develops and/or teaches non-required courses (honors, exploratory, 
etc.) in response .to student or community needs. \ 
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c. Demonstrates skills in production selection and use of instructional 
materials. * ^ • ^ ^ . 

(1) Reviews, examines, evaluates with faculty,* pro'cess^^, and recommends 
for purchase" teaching materials* 

(2) Maintains non-print collection at approved national or State levels. * 

(3) Writes or assembles learning modules or packages. 

* (4) Demonstrates knowledge and judgment in production of materials: 

(a) Scripting/editing * ' 

" (b) Coordination of project components' 

<c) Prograjnming techniques, analysis and evaluation » ^ 

, (d) Organization and communication skills required for successful 
pro^uqtion. » . . * 

3,37 CONTRACT, RANK A^ TENlJRE DECISIONS (Apprdved by the President, May 29, 197.2) 

a. The department chairman transmits the consensus of the^ departmental evalua- 
tion committee, if any, or the tenured members of the department, and 

, submits his recommendation to the^Subcpmmittee on Contracts, ^nk.and Tenur^ 

' with, copies to the division chairman or Academic .Dean or Director of Educa- 
tional Resources as% appropriate. The Associate dean of students transmits 
the consensus of t» evaluation committee of the counseling faculty and 
.submits his recommendation directly to the Subcommittee. ^ 

r 

b. The parties receiving copies shall forward to the Subcommittee any 
information which they believe would be h^lp'ful to the Subcommittee in 

*• making its determination for the faculty. If they have nothing of 

importance to furnish, they shall initial their copies and forward then 
to the Subcommittee. A maximum of five working days shall be allowed for ^ 
^ . parties receiving copies to complete this step of the procedure. 



c. 



The Subcorrmittee on Contracts, Rank and Tenure shall make a determination 
for the faculty, and' inform the faculty member involved of this determina- 
tion in the event that the Subcommittee recommends against contract 
renewal and/or tenure. If the faculty member desires to appeal the 
determination of the Subcommittee, he shall so inform the Subcommittee and 
the Faculty Senate within five working days of receipt of .the Subcommittee's 
determination. The findings, opinions, and recommendations of the appeal 
committ ee shall be forwarded along with the recommendations of the Sub- 
committee to the appropriate campus dean. The campus dean may return the 
case to the appeals committee if he believes the circumstances warrant. 

( 

d. ll no appeal is involved, the Subcommittee shall forward its determination 
for the faculty directly to the appropriate campus dean. The campup dean , 
may return a- determination to the Subcommittee for further consideration. 

e. The .campus dean forwards his recommendation and all information which has 
been supplied to him to the President for his decision. 
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f* The President In thes^ cases, as 'in other matters vhere the faculty 
^. has primary responsibility, should concur with the faculty judgment 
except in rare instances and for compelling* reasons which should 
be pt^ted in detail and communicated in writing to the Subcommittee 
ofn Contracts, Rank aud Tenure, The Subcommittee may reconsider the 
..matter and forward ijps final determination for the faculty to the 
President for decision. ^ • ^ 

3*371 DOCUMENTS USED IN EVALUATION 



a. 



b. 



Written statements by the chairman of the department based on 
classroom observation, graded papers, departmental assignments, 
and other documented dbservati-ons should be employed^ y 

Written statement^ by the division chairman .or Academic Dean 

Concerning commi.ttee work, professional growth, and class 

visitations shou^ld be employed. 



room 



c* Student eValuatip^ forms are us^d at the faculty member's 



discretion. 



3.372 INDIVIDUAL FACULTY/'ftEMBER' S AWARENESS OF THE EVALUATIOl}- 

Regardless of the type of the evaluation, the faculty member will be 
made fully aware <if the decision reached; what documents were used in 
his iBvaluaMon;^ ^ild what, where applicable, might be done to improve 
his evaluation for^ the future. The division chairman, or Academic Dean, 
and the departmyit chairman shall meet with tl^e faculty member to 
clarify the procedure and the final outcome of the evaluation. 
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^3.38 ^ FACULTY SCHEDULSS. 
3.38f GENERAL 



Each semester, as soo|i as the faculty workload is finuly eatabllthed follow- 
ing regular registration, it is^neceasary that a faculty schedule, MC Fona 
3.381 (11/1/73), be prepared for eajh faculty mertbet, full-tlae'"or part-tii^e. 

1 • » * * 



3.382 PROCEDURE 



r 



On the Rockville campua, the form,i» originated from the indlviduaj 
departments lyad distribution Is as. follows* 

Academic Dean * ^ ^ ' 



(1) 
(2) 
(3) 
(4)' 
(5) 

On the Takttma Park Caapas, the form" is originated by the appropriate 
division chairman's office arid ^distribution- is ar follows: 



Abaist^aht Academic Dean concerned ^ 
^Faculty member for posting on the door of his office; 
Switchboard 

Informatkon desk at the Capipus Center 
Acadeknic department chairman concerried 



3.41 



3.4H 



(1) 
(2) 
(3) 

(«') 

FACULTY ABSBf 
GENERAL 



Caitpu$ Dean 
Regis Ctar 

$tu^feftt Personnel office 
iSwij^chboard 

Lib'^gry 

DiVfision chairman concerned * 
ES^CE'FROM, CLASS 



•1 



Every sched|lea class will be me.t, and taught. ^^^^^^^^^^P^'^^^J^* 
even *at 



3.412 




inconvenience, inadequate preparation notwithstanding.^ 
be cancelled only as a last resort. 



: Persons to be Notified 

(l) 'whLever a day instructor, full- or part-titrte, is to be 
absent from class for a whole day. mis^i a class, be late 
ri cl^au or leave the College before meeting^all of 
classes, it is his responsibility to notify the 
cwairm.Tn '^i his department. On the Takoma Park CampuS 
hiTalso notifies the division chairman concerned as toon 
ag p<^s5? ibl e . 

f » / ' » 

f tlic absence involves an evening class, the full- or 
^part-time instructor is Uio ' follow '^the same procedure. 
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t>. Pri orities of Responsibility ' , 
t 

• / 

The re8pon<^i bili ty for providing class coverage is U\ the following 
order anA applies to both full* and part-time ins tiucto^-s, 
day or evening: 



(2). 



If circumstances permit, it is the instructor 's jdwh 
responsibility to provide a substitute for the necessav 
period: one hour, one day, or longet. ' * 



Priorities in Methods' of Coverage 



tf alternative 1^ Is unsuccessful or not possible b<eoause 
of circumstances, provision pf coverage in ^he absence 
of full- or part-titne instructors, day or evening, beootries 
L|^e responsiMlity of tlje department chairman. 

(1) Tf alternates X and 2 are unavailing, the problem tnqn be- 

comes the responsibility of the division chairman or Academic 
Dean iiji cooperation with the ^department chairman. Only as a 
last resort will classes be cancelled.^ ^ 



)epending on cit'cumstances such as the amount of 'previous notice, 
:he familiarity of the subject matter to "tiie^substifrut** , the 
lature of the subject matter under assignment, there are various / 
evels of "coverage** in order of preference: 

1) Jhe class is met and taught*, or the. examination given, so that the 
syllabus i^T parried forward in spite of the absence, fhis should' be 
especially possible in multi-section courses where different in- ^ 
' ' s true toi:s and ^sections can be assumed to be fairly well together 
V.jin a generally cfiumion syllabub. ' - * 4 



(2b The^cla^s i,s met and continued throughout the periotl by disc;ur.si 
^* r*fevi«w, in-class written assignment or siniila^ i.istructionar 
technique. . * ' * , * ' * ^ 

♦& 

(3); Th^ class is met, r 611 taten,\and dismissed for ^furtl3er research 
or* written work alrea4A assign\d in the library c\ elseyhere. 



on, 



(4) The classi is met, roll tal^^n, ancK^dismissed 

^ (5) The clarf^ is cancelled. 

The professional responsibility of the instructor requires that he 
should consider substitute responsibilities as important as his own 
responsibility to meet with and instruc| they^ clas^. 

Length of Absences (Approved by the Prfefident\ April 29, 1974) 

The Faculty Senate^ approved the followingi! at itk mfeeting-on 
October 23, 1973: ' ? 

(1) According to long eetablished and re-affixrmed policy, ve are * 
agreed that faculty should cover for one another in the event of 
bfief and^or unexpected absences.' Tht« applies to absences of 
a' day or two— extended illness is another tnatter. This policy 
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Implies a number of things: (a) It implies that*the instructor' 
has his work sufficiently we 11 -planned that another in the saife 
field can carry on meani^igful instruction; .(b) it^presutaes *thdt 
earliest possible notices be given when' absience is known to ibe 
unavoidable; *(c) since this Is sort of quid wo quo ^ it is ex- 
pecte<i that classes will be covered by coMeagues even at the 
expense of some inconvenience and inad^qu|neff of preparation. 
. ^ ^Classes should be cancclRed only as ^ last iresort/* 

(2) The dase of the longer, f lines s or absencar is simpler: departments^ 
. chairman an^ the division chairman, or Afcadeoii</l>ean, will worJc 

' together to provide a paid substitute-r^ 

> 

(3) The intermediate term absence is more difficult to define because 

, of uncertain knowledge as. to the length of absence and the diffl"" 
culty, fi^ld by fields In locating avalla^ile substitutes. As a . 
rule, it should not.be tcxpected that instructors shbuld maintain . 
a ,colleague*a classes for more than a. day or two; a wtfek should 
be the limit before a paid substitute is fettoloyed. 

e. Faculty Absences Due to Personal and Weather Emergenc ies • . ^ 

/f * ** * 

• ^* ''«* ^ • ' 

(1) Durin*g periods of weather emergency when th^ college is in 
'session, changing road conditions ;and travel distances may / 
-^prohibit individual members pf the 'faculty from meeting their 
^ schedule. As che* circumstances in a weather emergency vary 
*from case to'caae,Kthe faculty nember concerned should contact 
' his department chairman as ^sooa ho finds travel conditions 
prohibitive. Counselorff should contact the Associate Dean of 
StOdef^ts on their campus. The latter or thf* department chairman, 
if appropriate, in coordination with thcf .division chairman,, will 
^ke an administrative decision as, to hoV the absetice/should be 
treated and how the faculty member , schedule will be c'overed. 
(S^6 also 'paragraph ^•412d (1)). ' * ' 

(2) Certain emergency situations other than weather may arise during 
the year which may prohibit I faculty mewber from roeetitig all of 
his dally schedule.. Where such circumstances occur and the. use of 
a full 'day a^ leave appears, inappropriate, the faculty member * 

• . should cojntact his department phairman. Counselors should contact 
their, Aospclate Dean of Students. The latter or t:he department 
chairman,* if appropriate, in coordination, with "the division chairman, 
will make an adtnlnlsitrattve de'cisiQn as to how the absencje should be 
treated and how the faculty member's schedule will be covered. (See 
*^ al^o paragraph 3.412d fl)). • • 

(3) The above-listed iteips- shall in no way modify the official faculty' 
' ' leave policy and procedure* as stated in paragraph 3. A3. 
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In the .event "of his absence^ 'it is the instructor's, rt^spons lb il Ity, as 
eut fined above, to give proper notification and to cbta*n a guost lec- 
ture!:,. The ainount of remuneration*,, if any, wl'll be in the form of an 
honorarium payment and should be determined between the part-time 
, facultyf metfber and the guest lecturer. The payment of the honorarium 
• Vill be tna4^ by ttte College* In tlie case^of patt-time faculty who are^ 
unable to supply a substi^utfe, the. College will db m upon receipt of 
advance notiJfication. An adjustment will be mfde to the salary of the 
part-tirab faculty member in the event the faculty member is not 
:autl)orlzed a paid absence.^ (See al'so paragraphs 3.431a and 
7: 332.) 
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. 3.42; ' - 

LEAVE ^LICIES FOR PROFESSIONAL PERSONNEL {Approved by Board of Trtistees, i 

- . • . January 1"9, 1970)* ^ U . 

3.421 CATEGOiyLES OP LEAVE* 

There are three general types 6f leave: long-term leave, thprt-term leave, 
and disability leave. Long-term leave is tliat which is granted for a period 
o£ a sejnester or more. Short-t^rm leave It that which is •granted for periods 
.of less than a semester.^ (See also paragraph 3.45.) 

' 342Z RIGHT TO 'GRANT LEAVE . ^ * * 

a. Except in thosQ cases, in which the BoArd of Truttcct liat designated* the 
/• President as the authority for granting a leave, he ihall have the 

responsibility to recommend to the Board of Truste^t cither .that the 
leave be granted with pay, without pay, with lott of substitute pay, or 
that it be denied. ' ' *\ * • 

b. When the President, a campu^^dean. Dean of Administration, or Dean of 
^ Education is .authorized to fet^int final .approval^ leave it normally' 

^ ^ * requested through the indivi<iual's, supervisor - whenever possible in ^ 

V * * ' advance -^pn MC Form43.422 or 7.40. Form a.422 indicates tho.se types 
of short -teyfti^ leave for which the President or appropriate dean has 
approval authority. /^s'^S^excrfeption MC Form, 7.40 it uaed tor short- . 
. term leave fpr proffessionalN^eetingt under the circumstances des\>ribed y 
in paragraph 3.43^. /R^pr^vedNby the Prdtident, November 21, 1972) 

' . 3.^23' LEAVP itoR AIMINISTRATIVE STAFFY . * * ' 

When members of the admlnistratavte staff, axe ot> leave at any time, another ; 
staff member is to be designated,! in writing, as the acting 'administrator., 
The designation Will be made by tpe individual who expects to be absent. ^"^"^ 

3.43 SHORT-TERM LEAVE: POLICIES AND PROCEDURES (Basic policy and procedures 
approved by Board of Trustees, January 19, 1970) ^ * 

There are i^vfi categories of short-term leave: Sick leave. Annual Leave,' 
Maternity Leave, Personal Leave and Leave for Profettional Meetings. . 
Guidelines pertaining to each category are contained ill the following ^ ^ 
Subparagraphs. 

3.431 SICK LEAVE ' • * , 

Sick leave, as defined in this paragraph, it a detigt^ted anount of com- 
pensated leave that^ may be granted to faculty and administrators who 
through personal illness, injury, or quarantine are unable to perform the 
duties of their positions. Sick leave may alto include other excused^ 
absences such as those for medical, dental, or optical examination or 
treatment. Sick Jeave may not be gran^^ed for the. duration of any disa- 
" * bility when monie* are paid to the employee under the Workmen's ♦ 

Compensation laiK^»<. 

^ * . ' 

a. Eligibility - The provisions for sick leave apply to all* full-time 
professional personnel o*f the College and to^thote 10- and 11-month 
^ faculty members who work fo;: the College during the summer session. 
' In approvini^ the FY 1973 Operating Budget^, the Board of Trustees ' 
established a policy of /authorizing sick leaye for part-time faculty 
on the basis of one absence (absence bn any one calendar day on which 
the instructor conceimed is required^tcj teach) per semester on a ' 
nonrcumuldtive basis. # 
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b. Method 9f Computing - Each full-time emplbyee shall accrue sick leave 

• at the"^ate of one day per month of assijgned responsibility, Personrrel 
on 10- or 11-month contracts who, work for the College during the summer 
session for at least 3 semester hours (or equivalent) but less than ^6 
will acfcrue a total off 11 ^ays of sick leave for the year. Those who 
work for 6 semester hours (or equivalent) or more will accrue a total 
of 12 days of sick leave. fpr one year. 

c. Accumulation of Sick Leave - t'ull-time professional personnel may 
accumulate unused sick leave on an unlipited basis/ 

d. Advanceijent of Sick Leave - On the firit day of the first full p^ period 
in September of each year. Administrators and members of the Faculty are 
advanced the sick leave that' would be fiKcrued during the following year. 
Sick leave, in excess of the amount to oe accrued, may be advanced by, thfe 
President but such advanced le'aV^. shall not exceed the number, of days which 
would be earned during the subsequent year. Employees are liable for all 
advanced sick leave. 

e. Extension of Sick Leave - Siok leave for/periods beyond the amount accrued 
and advanced, and beygnd any available annual leave, may be extended* by the 
Board of Trustees. The rate pf salary payment during the extended »|eave 
may be at a full-time rate or at any 'fractibi^J thereof . Emploveeg *are not 
financially^ liable for such extended ^ick. leave,. (See'"Disabi 
paragraph 3.45. **Di*sability Leave** is applicable after exhaustion of 

' regular or extended sick leave.) 



f Disposition of Accumulated Sick Leave at Termination of Service - At the 
time of termination from service with the College, any full-time anployee' 
who has served for at least five years immediately preceding Such^termination 
shall receive termination pav at his current salary rate for qpe-fourth bf 
the accumulated sick leave. ^ * , 

' * ' * 

g. Indebtedness ^r Advanced Sick Leave at Termination of Service - Except for . 
extended sick leave (subparagraph, (5) above)", an*employee who, on termina- 

, tion of service with the Cwftege, is indebted for advanced sick leave shall 
have the amount of such indebtedness deducted from^his earned salary. An 
employee must reimburse, the College for any amount^ of indebtedness for 
advanced sick leave which is not covered ^by eameii salary. 

h. Procedures to be Policed in Obtaining and Using Sick Leave - 

.(1) Members of the faculty shall notify their department chairman" or the 
division chairman as early as possible if unable to report , for duty. - 
Others notify their immediate supervisor. ' ' 

(2) An employee on sick leave shall notify the appropriate pffj.cial as to 
the progress of X^e lllness'-and the probable date of his* availability 
for duty. ' ' ,x * 

i. Leave for Illness in the Immediate Family - Leave may be granted for illness 
in the immediate family and shall be chlirgedjagainst accumulated sick leave. 
"Immediate family*' Includes a child, parent (natural, foster, or in-law), 
brother, .sister, husband, wife, qr anyone who has lived regularly in the 

, \ individuals household. 
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3.432 ANNUAL LEAVE • - 

Annual leave is paid leave that it granted to each eKgible enployee 
to allpv vacatioA time or to permit taking care of activities impossible 
to "schedule on non-duty days.' It may also be used to supplement the 
sick leave account when "nfcessary. . * 

EliRibility - Thi provisions of annual leave shall apply oniy to 
administrators. , » 

b. Method of Computing r Each administrator shall earn 20 work dayi- 
of Annual leave during each year o^ service* The annual leave 

{ for a given year shall be advanced on September 'l. For those 
employed at othez: times of the year, annual leave during the 
first year shall be granted or a4yanced on a prorata basis*. 

OS Restrictioa on Time, for Use of Annual Leave - Annual 'leave may be ^ 
taken at any time' during the ytfar, provided that consideration ^ ^ 
is given, to tlie Board»apprpved college 'calendar and suitable 
-arrangements are made to •cover the respopsibillties of th^ ' . 
.individual and the needs of the College, aild provided that 
advance approval is 'given by the Presid^t. , ' ^ " ' 

d. • Accutttiilation of Annual leavfe 

%' , 

(1) Not mori than the maximum nilmber of days of leave *which 
accrue for each year of service may be carried forward to 

^ a new year. 

(2) The maxirium number of days of annual leave available at any 
one time is 40 days, (The 46, days would be made possible by 
20 days carried forward from a p^revioujs year and 20 days for 
the curtent year.) ♦ 

(3) Bach year, up to 10 days of annual Jeave that is not used or 
forwarded shall be transferred automatically to the employee's 

' sick leave account. Thi^ transfer shall be made each year in 
accordance yith the leave balance as of midnight August 31. 

(4) All other unused annual leave shall be lost. 

^ e. Disposition of Accumulated Annual I^ve at the Termination of * * 

Service - All afmual leave shall be used before the effective 
date of employment termination, or a lump-sum settlement shall 
be made at the current salary rate, but not to exceed a maximum 
of 30 days. ^ * 

f . Indebtedness for Advanced' leave at Termination of Service - Any 
indebtedness for advanced annual leave upon termination of 
service shall be resolved, as folloi^s; ^ 
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H) The ^imount ^shall be deducted from tlw ernployci^'s earned 
«alary. - ' 

(2) limployees who do not have earned salary at the tithe of 

termination, or whose earned salairy is insufficient to cover 
the indebtedness, shall be billed fo^ the amount of 
indiebt^dness and shall make arrangements for parent which 

• ' are acceptable to the Board of Trustees. , 



>1ATERNITY; LEAVE 




\ 'Full-tpme professional employees' who becom^ pregnant, or who have deter- 
^ mined that they will become an adoptive parent,. are, eligible for a maxi- 

mum of 6 weeks' (30 -working days) ''maternity leave" with pay. Such leave 
I shall be charged to accumulated sick leave. If accumulated sicl(c leave is • 

exhausted, further sick leave may be advaAced or'' extended as provided Hn . 
•Sections^3.431d and 3.43^ e, above or as leave without pay. Such^leave. 
without pay* shall not extend beyond the end. of the-tftoester following the 
- ^semester in which leave for maternity or adoptive purposed begins'. (For 
long-term maternity leave, see, (iar^ 3;445.) Employees Aot'on tejiure ' 
. shall hot .have the period of such leave credited toward the required 

probationary time for tenure. . Employees who wish to* resign their position^ 
\ and follow the procedures outlined in their contract, shall haver no^ 
/prejudice attached to such resignation. .If as a result of childbirth, 
I medical complications arise, any available sick leave may be applied for 
the duration of such incapacity, without regard to tiie 6 weeks' limitation. 
If no accrued sick leave is available, sick leave 'may be granted as pro- 
, vided in paragraphs 3.431d an^d 3^.43 le' above. Employees, department chair- 
men, and others concerned' have the following responsibilities in connection 
with thesadministration of maternity leave: 

. ^ . w . ' 

• • ' ♦« ^ 

a. Employee's Responsjfciltties % 

~^ ' • I 

(t) A3 soon as the pregnancy has been determined\^ a faculty member ^/ 

shall advise the apprSptiate campus dean of intent to request 
/ leave. Other professional employees notify \t>heir iianediate 
supervisors. In the event that she wishes to terminate her 
contract and follows the procedures outlin«ki therein, no . 
^ prejudice shall attach* to suQh resignation. * 

(2) In the case of adoption, the employee should detenjiine, in ■ i 
consultation witli the appropriate agency responsible for the 
adoptive placement, when such placement is likely and then 
advise the appropriate College official of the date leave 

is to begin. / 

(3) The employee should allow at least 2 months between the date of 
• ^ the ^written request and the effective date of leave in order 

that ^adequate staffing adjustments may be planned. At^ the same 
^ time, the individual should indicate the date upon which it is 

intended to tetum to the College. 

(4) Those employees on lieave, without pay who elect to continqe to 

/contribute to the retirement system and/or the Employee Benefit 
. ^ Plan shall be mailed^ invoices'. Retirement contributions shall be 
payable monthly to the Board of Trustees of Montgomery Community 

♦ 

> * ' * k 
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Col lego y one month irv advance of the date due. In lieu of 
making monthly contributions to the retiremieat system, , 
6piployee8 m^y elect to pay the total' suip of such contributions, 
ylth ijiterest, to the Maryland State Teachers Retirement 
System 'and to the College's supplemental retiremfint system at 
s the time when tl^ey. return from leave* Contrlbuf ions to the y - 

Employee Benefit Plan Aall be payable quarterly. If payments 
are not made, aU benefits shall be cancelled* Contributions 
to the employee benefit. plan shall be at the, rate payable by 
the employee' when on active status. ( 

b* Responsibilities of Department Chairmen t)r Other Supervisors 

(1) The department chairman or other Immediate supervisors shall 
determine, in consultation with the employee, i^ether the 
anticipated eff active' di^tes of leave ^and return from leave 
are reasonable. In consideratioh of the eruployee's health, 
responeibilities to the College, and the availability of a 

I competent replacemenj^. for the employee* 

(2) If the dates of leave and of return from leave,Jts^?^b4en 

* ' ^ approved and an earlier or later effective dare of leave or - 

return from leaVe becomes necessary or advisable, thi department 
6hairman or other immediate supervisor shall arrange a consulta-* 
lion meeting, as appropriate, with the campus dean, or the 
Dean of Administration^ and' the employee or the employee's 
representative, to depide upon the action to be taken. 

-3.434 PERSONAL LEAVE • ^ . ^ 

a. Definition - Personal leave is that leave which is granted full-time 
professional employees normally at no los^* in o.-ay for the purpose 
of, meeting unusual or emergency obligations of a civil, political, 
military, family or personal nature* OThe leave should be approved 
before the absence occurs* if possible* PeraonaT leave may be granted; 

(1) For purposes of voter reg^tration and election day duties* 

(2) To an employee who is subpoenaed as a witness in a civil or criminal 
case or is called to serve and^does serve on a jury. Application for 
personal leave for this purpose must be made- in advance and submitted 
with a* copy of the subpoena* The employee shall transmit/ any monies 
received for such an asslgmnent, other than those used for personal 
expenses (e*g* travel) to the Board of Trustees* \ 

X2) For the purpose of short-term military training or service to 
any employee who is a member oi the National Guard or of the 
, U« S* Armed Forces Reserves and who is required by state or 
federal .laws to report for a training preriod or for emergency 
^ service* Application for leave for such purposes shall be .made 

In sdvance immediately upon the receipt of notice to report for 
duty and shall be submitted along with a copy of the official 
orders* Whenever possible, such leave for employees with less 
than 12 months of responsibility shall be 'arranged in non-duty 
periods** The President may request a change in military orders 
when such a change seems to him to be in the best interests .of 
the College* The employee op such leave shall have the option 
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of either submitting to ^he Board of Trustees any salary received 
from the Federal government or from drty state for the period of leave, 
or of taking the leave without pay in-order to retain the salary 
earned^^from the Fedeijal or state government. 

(4) For the purpose of allowing a period of* absence wit^lout loss of » 
.pay in the event of bereavement upon the death of a member of 

the employee's family. - . • - 

(5) For the purpose of allowing^ the observance of major religious 
holidays. * ' « , ' 

(6) For the purpose of permitting the epployee to fulfill emergency and 
special personal obligations impossible to schedule on non-duty ,Tiays 

- This includes such situations as the settlement for the sdte 'iyt " 
purchaafe of a house, settlement of the estate of a deceased relative, 
and other iinportamt business or personal matters, which make it neces-^ 
sary^for the employee to be absent. 

(7) By the President for unusual or imperative reasons when no other 

, leave is applicable. Such leave may be given £ull pay, at' loss of ^ 
fdll pay, or. at loss of substitute pay. Apprpval tor such leave-- ' 
should be secured before the absence/occurs. « ^ , 

(8) To oover, automatically, an employee's' absence on all days on- which 
he has no assigned duties. This includes official hol|f.daya and days 
when the College is closed for inclement weath6r or other reasons. 
Any employee on authorized leave for a period including the foregoing 
specifically included days may be considered on personal leave on ^uch 
days • 



Application Procedure - Leave requested under the provisions of sub-parajiraph a 
(1) through fi) above ,\^hou Id be initiated by the 'employee at leas^ 10 days prior 
to the anticipated dVe of leave, if j^ossible. Central administrative staff 
personnel shall apply^ through appropriate administrati^ve channels to the 
President/Dean of Administration/Dean of Education on the form provided for 
that purpose, MC Form 3.422. This form may be used for all types of personal 
leave. Faculty members apply through Department Chairmen and the-'Academic 
Dean or Division Chai^en to the Campus Dean on the atjove mentioned form. 
The Campus Dean is the approval authority , for Faculty and campus Administrators, 
the President/Dean of Administration/Dean of Education, as appropriate, for 
those members of the central^ administrative staff supervised by them: The 
President for professional pei;sonnel in the Office oi>tj5e President and for 
the Campus Deans, Dean of Administration, Dean of^^ucation, and Dean 6f the 
Faculty; the Dean of Administration and Dean .of ^-Education for thbse^ in the 
offices supervised by them. ^ - < 

Denial of Request - Requests for personal leave shall be denied^only for 
reasons of being excessive in duration, or on the grounds that such absence 
would unacceptabty impair the academic program of the College. If the 
department chairman or other supervisoryFeTuses to approve the requested 
leave, he will notify the requestor who may attacK'an appeal which will be 
considered by the. final approving authority: Campus Deans for Faculty and y 
College PresiHpnt/Dean of Administnation/Dean of Education for thore members 
of the centra,l administrative staff offices supervised by them.^ 
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3.435 PROFESSIONAL MEETINGS ^ ' . ' 

Leave for professicinal meetings is paid leave granted for the purpose of 
attending off-campus professional meetings (e.g. conventions, conferences, or 
committees as participant or observer) participation in which requires distant' 
travel or absence on more than one day. The term "Professional Heetings" also 
includes other college business which requires distant travel. (See i^ragraph 
/7.40. ) Requests for this type of lejkve are submitted on MC.Fonn 7»40.' 

3.44 LONG-TERM LEAVE; POLICIES AND PROCEDURES ^ (Basic Policies and Ptocedures^ 
approved by Board of Trustees, JanitWT 19, 1970; revised May 12, 1975) " * 

a. Categories of Leave ' • * 

Theire are six categories of long-term leave: Professional Leave, 
Military Leave, Political L^ave, Leave for Personal or Family Illness, 
/ Long-Term Maternity Leave and Ebctencfed Administrative Leave. 

4 < 

b. Requests for Leave 

Requests for approval of long-term leave are to be submitted by memorandum* 
and should contaiii^^s^JS^ specifics as are required to enable the Board 0,f 
' ^ Trustees, the f retnaent, and others concerned to render appropriate 

' , • decisions on the. request. ^ 

^ c. Evaluation of Salary Advancement^ 

(1) General ' * ^ - 

With certain exceptions, included under Professional Leave ^ 
(paragraph 3.441) and Extended Administrative Leave (paragraph 
3.446), employees. on leave for more than a semester will not be 
^' evaluated for sala^ purposes and will not be eligible for 
advancement on the salary schedule for that year. 

» 

' ^ (2) One-Semester Absence in- a Single Academic Year 

^ In general, employees on long-term leave for a single semester 
will be evaluated for salary advancement on the basis of their 
performance at the College during the semester not on long-term 
leave. Thus, faculty members on approved long-.term leave for 
whatever reason for a full semester who teach the o.ther full 
semester of the academic year at the College will be evaluated 
but will be eligible only for an evaluation for a rating of 
"competent" which rating, if granted, could result in a one-^tep 
advancement on the salary scale provided that such advancement 
were^ otherwise possible. 

(3) TworSemester Absence in Consecutive Academic Years 

A faculty member who is on leave for two consecutive academic 
semesters during consecutive academic years will not be evaluated 
during the first of these academic years, nor be eligible for a 
one-step increment for that y^^r. The fatuity member will be 

aluated for a rating of. "competent" during the second academic 
year and be eligible for a one-ste^ increment, if th^t is possible. 

Evaluation of Sabbatical Leave Report 

Faculty members on sabbatical leave during one semester of an 
academic year shpuld hav^ their sabbatical leaVe report considered 
along with the evaluation of the teaching ability of the faculty 

member* i! > 

O . ' ' , a I 
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(5) Effective Date of Advancement 

• Decisions relating to advancement on the salary scale only 
become effective in the academic year following the faculty* 
member's return to service at the College. 

PROFESSIONAL LEAVE 

Professional leave is defined as th&t leave granted for academic -la^^udy or 
^'i^ilsearch (sabbatical leave), professional improvement, educational travel-, 
and exchange or overseas teaching. Professional leave up to 12 months is 
granted only by the Board of^nrfusT^^b* upon recommendation of the President. 
Guidelines ^pertainlng,..to^3/ch type of] leave are contained in the following 
' paragraphs. , ^ 

a. Sabbatical Leave - Upon written application, sabbatical leave for academic 
study or research for a p^^riod not**to exceed one full academic '^year may be ' 
granted by the Board of Trustees upon recoTnmendation of the President. An 
outline of a planned program must be submitted ^with the application for 
leave. In addition, the employee shall furnish a report at the completion 
of tVie required program as is required by the President, for review and 
corifeideration relative to salary evaluation. An individual shall under- 
stand and be cognizant of a personal obligation .to take sabbatical leaVe 
once requested and authorized by the Board. Although extenuating circum- 
stances may require a requester to forego ^sabbatical leave, difficulties 
and inequities for the College could develop from a withdrawal and a ^ 
subsequent consideration vof another request. (Modified by the Bo^r<^ of 
TrusLees 10/19/70 and 10/21/7^. See discussion of Res. No. 70-129. See 
also paragraph 7.38.) 

(1) Eligibility - Employees become eligible to apply for this leave after 
they have served in MontgQmery College for at least seven full academic 
years without sabbatical ^leave. 

C2) Criteria (PAC, November 2, 1972; Board of Trustees, Match 19, 1973; 

November 19,^*1973) - Criteria for selection of personnel for sab- 
batical leave, consistent with Board policy on sabbatical le^||, 
are recommended by the Faculty Senate, approved by the Presidra^,, 
^ adopted by the Board and circulated annually to all professional 

personnel. (See also paragraph 7.382.) 

(3) Salary Allowance (Board of Trustees, 11/15/71) - Sabbatical leave 
granted for academic s^udy, research or. other purposes is normally 
for one. semester at full pay or for two consecutive semesters at 
« half pay.^ This salary shall be paid at the beginning of each 

» ^ semester. Academic leave for a full year at full pay shall be' 
granted only in unusual and exceptional cases. In these cases 
there should accrue either primarily or secondarily a definite 
benefit to the College. The Board of Trustee^s will not as a general, 
rule grant a leave of full salary for two consecutive semesters 
every year. 

^ (4) Benefits - An employee on sabbatical leave shall, for all purposes, 

be viev/ed as a. full-time employee. 

i ^ ^ ' ' 

*^ (5) Contractu al Agreement (Board of Trustees, September 16, 1974) - An 

♦employee accepting sabbatical leave shall -enter into written, contract 
whereby he agrees to return to service at Montgomery College for at 
least a two-yeat peri9d immediately following the leave of absence. 

O . . . 1 :i ' , " 
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If the employee fails to return and remain- for two years, he shall 
refund any monies paid' to him or on his behalf by the Board of Trustees. 
The written contract shall also include an agreement that the 
ind^.vidual*s engagement in additional activities during the sabbatical 
leave shall be limited and governed by the following: 

(a) It is expected that if a faculty member is the recipient ^ 
sabbatical leave, he or she should not accept employment or other 
coianitments external tq. the College that would interfere with 
carrying out the sabbatical leave project. Thus, full-time 
employment or other major employment commitments while on sab- 
batical leave (unless this is the approved purpose of the leave) - 
would not be appropriate. 

(b) In the event that appropriate and unique employment external to 

^ the College would be offered to the fapulty member during the time 
of the sabbatical leave, the President or his designee may approve 
such^employraent based on a review of the mixrits of the individual 
case. • 

(6) Change of Status Sue to Inability to Complete Program - If the em- 
ployee cannot complete the planned program for which sabbatical 
leave was granted, it is his responsibility to notify the President. 
The leave may then be rescinded by the Board of Trustees after which 
the employee shall be placed on the appropriate leave status, re- 
assigned, or have his contract terminated. Salary allowances and 
benefits shall be adjusted accordingly with the Employee making 
arrangements satisfactory to the Board of Trustees for payment df 
any monies paid to him or on his behalf for \lrtiich he may be liable 
as a result of a change in leave status. 

(7) Evaluation for One-Semester L^ave 

Bea^se of the difficulty involved in evaluating a faculty member 
for a "superior" or "excellent" rating when the faculty member is i 
absent from the College for one semester', faculty members absent • 
^ from the College for one full semester of an^ academic year will, not 
be eligible during the year in which the leave occurs for a rating 
of "superior" or "excellent" and will; therefore, be ineligible for 
fL two-step within gradp advancement or an advancement to the next 
higher grade. The evaluation , for an absence of one sonester will be 
based on the performance of professional duties during the other 
semester at the College* Faculty members on sabbatical leave during 
one semester of an academic year should have their sabbatical leave 
report considered along with the evaluation of the teaching ability 
of the faculty member. • ' 

(8) Evaluation for a Year's LeaVe 

When a faculty member has been granted sabbatical leave for a full 
year, the faculty member's report on .that leave willj f orm the basis 
on which evaluation is conducted for a "competent" ratdiig and, if 
granted, a one-step advancement on the salary schedule, if this is 
possible. ..The report will be reviewed by the Subcommittee on Con^* 
tracts ,^ Rink and Tenure which will make its recommendation to the^ 
campus dean. The campus dean, after review, will render his decision 
followed by appropriate action by the President. 
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b# . Leave for Professional Improvement 

(1) General \ 

Upon recommendation of th^ appropriate dean, leave df absence, 
without pay, for study or other professional Imptoveraent may * * 

/, be granted to eligible full-time professional employees by 

the President for a period not to exceed one year# The 
employee must submit an outline of a planned program with his 
application for such leave. ' (Modified by the Board of Trustees, 
November 1, l97l; see reading agenda November 19, 1971; further 
modified by Board of Tn;stees, November 18, 1974) 

(2) Evaluation for One^Semester Leave 

Because of the difficulty involve^ in evaluating a faculty 
member for a ^'superior" or "excellent" rating when the faculty 
m.ember i^ absent from the College for one semester, faculty 
members absent from the College for one full semester of an 
academic year will rtot be eligible during the year in which 
the leave occurs for a rating of "superior" or "excellent" and 
will, therefore, be ineligible. for a two-st^p within grade ^ \ 
advancement or an advancement to the next higher grade. The 
evaluation for an absence* of 9ne semester will be based on 
the performance of professional duties during the other 
semester at the College. 

(3) Evialuation for a Year's Leave 

Although employees on Leave for Professional Improvement for* 
a full academic year are not eligible for a. one-step advancement 
on the salary scaie, exceptions may be considered if an employee 
has received a, grant of Academic distinction of a year's duration 
such as a Fulbright Scholarship, a National Science Foundation 
Grant, or grants of similar academic stature and merit. In such 
pases, evaluations are based on the report of ^at was 
accomplished during the leave and may result in a maximum one- 
step increment on the salary schedul^,^ if this is possible. ^ 

« 

(4) After Three Years of Satisfactory Service ^ 

(a) Eligibility - Employees shall be ej.igible for a leave of absence 
for professipnal improvement after three years of satisfactory 
^ service daring which they did not receirve a sabbatical leave or 

* leave for professional improvement. 

(*) Benefits (Modified by the Board of Trustees,* 10/21/74) 

\. During the employee's period of leave, his contributions to 
the employee benefit plan shall be paid by the Board of 
Trustees. 

2. During the employee's period of le^j/e, his contributions to 

the Maryland State Teachers* Retirement System and the College's 
retirement system shall be paid by the Board of Ttrustees 
according to the rules and regulations governing said 
\ ^ retirement systems. ^ 
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(c) Contractual Agreement - An employee granted leave for improvement 
•hall enter into a written contract by which he agrees to return 
to Montgome;ry College for at least a one-year period imnediatcly 
following the termination of the leave. If the employee fails to 
return and remain in service for at least one year, he shall re- 

;n fun4 any monies paid to him or on his behalf by the Board of 

^ Trustees during the leave period. 

(d) Change of Status Due to Inability tfo Complete Program - If the ^ 
employee cannot complete. the planned ,program during the period 
for which leaye for improj/emeat was granted, it ie his respon- 
sibility to notify the President. ^ The leave may then be 
rescinded by the Board of Trustees after which the employee 
shall be placed on the appropriate leave status, be reassigned, 
or have his contract terminated. Benefits will be adjusted 
accordingly with the employee making alsra^gcments satisfactory 
to the Board of Trustees for reimburssalpnt of any monies paid 
by the Board to him or on his behalf for which he is liable as 
a result of a chaxt^e in. leave status. 

(e) Tenure Status on Return from Leave 

U An employee who is on tenure at the time leave for improvement 
commences will continue to be on tenure at the t.ime he 
resumes service. 

2. An employee vho is not on tenure shall waive his rights 
through contract to consider this semester or year of leave 
as a probationary semester or year toward tenure by entering 
into a written contractual agreement. After his return, 
he shall complete the time required to establish tenure. 

(5) After One or Two Yei^s of Satisfactory Service 

(a) Eia>glbiiiL v - Employees may be eligible for a leave or absence 
for professional imprcvmcnt after either their first or'aecond 
year o^ sawisfactoiy service. ^ 

<b) Benefits (Modified by the Board of Trustees, 10/21/74) 

Employees may contribute to the r*tire»ant system at their 
regular rate while on -leave. Invoices will be mailed to the 
employee monthly, with retirement contributions being payable 
to the Board of Trustees one month in advance of the date due. 
In lieu of contributions jionthly, professional employees may 
' elect to pay directly to the Maryland State Teachers \ Retirement 
Systm and. to the Collegers supplemental retirement system 
the total sum of such contributions with interest at -the time 
they return from leave and are reassigned. 

^ 2. Employees may contribute to the employee benefit plan while 

on leave. Invoices will be mailed ta the employees with 
contributions payable quarterly . If payments are not made, ^ 
all benefits will be cancelled/ 

(c) Change of Status Due to Inability to ComnUte ?TOZvm - If the 
employee cannot complete the- planned program during the period 
for which leave for improvement was granted, it is his responsi- 
' , bility to so notify, the President. The leave may then b€|, 

rescinded by the Board of Trustees after which the employee 
shali be placed on the approinriate leave status, J)e reassigned, 
or have his contract terminated. , 

^ - ' 
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(d)^ Tenure. Status on Return from Leave 

l^r An* employ jae x^o is on tenure at the time that leave for 
improv&nenf commences shall continue on tenure. '-^'^ 



2; An employee .who .has a regular contract but is not on 
tenure shall, by entering in^ a Inritjten contractual 
agreement, waj.ve his rights through contract to consider 
this' semester or year of leave \s a probationary semester 



<^ or year toward tenure. 




^c. Leave ^f or Travel is that leave granted to full-time professional employee's 
without pay to extend the period coVered by other forms of professional \ 
leav^ for the purpose a£ educational travel. Upon w?cltten application^ In 
advance, and with the recommendation of the appropriate official, the / 
President may grant full-time professional employees leave for, travel. 
Employee benefits and other rights allowed under the original leave will 
continue during the period of this extension. ^ 

Leave for Exchange or Overseas Teachine - Upon written 'application in 
advance and with the recommendation of the President, the Board of 
Trustees, Montgomery, College, may grant a leave of absence not to exceed • 
one year, for exchange teaching, as p'art of an exchange by which another- 
approved institution furnishes a faculty member at the' other institution/s 
expense. Leave without pay for^overseas teaching may be granted by the 
President upon^the recommendation of the appropriate dean. To be eligible 
for eitbet leave for exchange or leave for overseas teaching, the employee 
must be on tenure. (Modified by the Board of Trustees, November 1, 1971; 
see reading agenda. November 19, 1971.) , 

(1) Credit for salary purposes for one year of successful experience 

in exchange or overseajs teaching shall be granted upon eyalu^tion for 
a "competent" rating and, .if granted, a one-step advancement on the 
salary schedule, i^ this is possible. Evaluation^will .^e based on 
the report of • the. chairman of the department of the iifstitution where 
the Montgomery College faculty member has completed the exchange^ 
overseas teaching, as well as on a report to be submitted by the^ 
faculty mei;riber which will include a description of what was 
accomplished whild, on leave. Both reports are submitted to the 
Subconmittee on Co/ntracts, Rank arid Tenure for its recomendation 
to the campus dean. The campus 'dean, after review, will render his 
decision followed by appropriate action by the President. No faculty 
member- on Leave for Exchange or Overseas Teaching during a full 
academic year will be eligible for a two-step within grade advancement 
dr an advanc^ent to the next higher grade during the time of leave. 

(2) An employee on leave for exchange teaching .will continue to have his 
salary paid by Montgomery College) at the salary he would have been 
entitled to had he not Been absent from the College , (the salary of 
his replacement being paid'-.by the other institution.) All usual 
deductions for participation^n the employee benefit plan will ,be 
continued and a 11^ regular Boarctx^ontrlbutions wiTll be made for hitn . 
as though he were"^ teaching at Montgomery College.' He will be 
covered by Montgomery College's Wori(&fen,*s Compensation policy while^ 
performing his teaching duties at the iri&tjltution to which assigned. 
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An employee on leave for overseas teaching is not to be paid by Mont- 
gomery College but can continue his enrollment in th^ employee betiefit 
plan by ^asumlng the full cost of contributions* which would have been 
paid by him and Montgomery College had he continued to receive his 
salary from the College* He will be billed quarterly for these 
contribution^, ' He shall not be eligible to have the period of over- 
seas teaching counted. as a creditable year In the retirement system, 
unless he is teaching in a government sponsored or government subsi- 
dized organization, or in the overseas branch of an institution iti * 
Maryland whose employees participate in the Maryland State Teachers* 
Retirement System. If he teaches in a government sponsored or sub- 
sidized organization, he will be allowed to pay his year's retirement 
contributions upon his reinstatement from le^ive. If )ie teaches in the 
overseas branch of an institution in Maryland whose employees parti- 
cipate in the Mainland State Teachers* Retirement System, his^pon- 
tributions to that system can be -deducted from his checks issued by 
the institution and sent to tl)e Teachers' Retirement System. He will 
not be covered by Montgomery College's Workmen's Compensation policy 
while on leave for overseas teaching. 

MILITARJ .LEAVE OF ABSENCE- , . . . • ' ' 

^finition - Military leave of absence is that leave granted for the purpose 
of^s^sfying ^the responsibilities of prolo^ed military service. 

b. Approval - A fhllrtiine professional employee called for military service 
may, upon writteh. application and with the approval of the President, be 
granted leave of afes^ence 'without pay ior the duration of the emergency for 

wiiich he is called. ^ — ^' ^'•^^ — 

request for leave. 



^^copy of the military orders must, accompany the 



c. Benefits - With the exception of certain conscientious objectors, (see 
f. below), an employee grantfedmilitary leave of absence shall retain the 
right to be placed in the same ois^ similar position upon return from Ipsve, v 



perform the duties of such a 



d. 



subject to th6 following: 

(1) Provided that he is still qualified^ 
position; and 

(2) Provided he makes application for reinstatement within ninety (90) 
days from date of separation from such mllita^ service, or within 
ninety (90) days after discharge from a hospitf^K provided such 
hospitalization is directly connected with, ^ or reined to, and 
Immediately follows of continues* after his separatioikfrom sucli . 
military service, and provided the period of hospitali^tion does 
not extend beyond a year' from the date of such separatioi^ The 
date of separation ?rom the military .service may include t^ 
expiration date of any terminal leave after final processing at 
a discharge facility; and 

(3) Provided he submits a ccrpy of the discharge' or separation papers. 

Salary upon Return from Military Leave - Upon completion of military set- 
vice and upon reinstatement and verification of length of service, an 
employee shall start at the salary he would have received had he remained 
continuously in the service of the, Board of Trustees.^ 
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e> Retirement ^ The employee, upon reinstatement, shall submit to the Maryland 
State Teachers* Retirement System official verification of the length of 
military service* . ' • * . 

f. Salary and Leav.e Benefits -for Conscientious Objectors 

(1) There are two classes of conscientious objectors, namely: 

(a) Class 1-0 who does not enter the military service but fulfills 
this selective service obligation by working for 24 months in an 
institution approved by the -state in which he resides .and who is 
not entitled to veterans* benefits. 

(b) Class .1 - A - 0 who enters the armed services but does not bear 
arms; is subjected to the same hazards as the regular servicemen, 
andiupon discharge, is entitled to- all veterans* benefits. 

(2) Policy ' 

(a) Employees who are, conscientious objectors and who are Class 1-0 » 
sh'all not be given credit on the salary schedule for this type* of 
service at the time of employment. - * . 

(b) A full-time professional employee who is Class 1-0 who is drafted 
and enters this type of program shall be given leave 'for unusual 
and imperative reasons and, upon release from his obligation, shall 

• be reinstated to the same or comparable position at the same salary! 
step and in the same status at the time his leave began. 

(c) Full-time professional employees who are conscientious objectors 
t and who are Class 1 - a - 0 shall be entitled to all provisions 

of the salary plan and military leave policies. 

3.443 POLITICAL LEAVE 

Leave of absence without, salary for full-time professional employees for 
engaging in political activity for the purpose of being a candidate for 
political office or holding public office, may be granted by the President 
within the 'f ramework of the following rules: (Modified by the Board of 
'Trustees, November 1, 19714 see reading agenda November 19, 1971.) > ^ 

a. Full-time professional employees engaged in political activity while on 
political leave shall make it clear thaC their utterances and actions 
are theirs as individuals. 

b. Le&ves of absence shall be requested in writing. 

c. Leaves of absence for campaigning and holding office may be arranged for 
a definite period. If the Candidate is not elected, he shall be returned 
to his position as soon as possible. 

3.444 LEAVE FOR PERSONAL OR FAMILY JLINESS 

On the recommendation of the appropriate dean, the President may grant a 
Jleave of absence without pay to an employee when. that employee or a member 
of his immediate family is ill. The leave shall be for definite periods 
such as a seme)3tex or a school, year. Application for leave must be submitted 
in vriting and forwarded by .the appropriate supervisor with his rejcommenda- 
tion. -(Modified by the Board of Trustees , ^November 1, 1971; see reading 
agenda November 19,' 1971.')* . . ^ * 

a. Eligii^ility - Only tenured employees are eligible. 
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b. Benefits - Employees may contribute to the retirenient system while pn 
leave according to the provisions under the Maryland Teachers' Retire- 
ment System and the College's Supplemental Retirement (System. Invoices 
will be mailed to the employee monthly, with the retirement contribu- 
tions being payable to the Board of Trustees of Montgomery Community 
College one month'ln adVance of the date due,. In lieu of contributions 
monthly, teachers may elect to pay directly to the Maryland State Teachers' 
Retirement System and "to the College's Supplemental Retirement System 

the total 6um of such contributions with interest at the time they 
return from leave and are reassigned. Employees may contribute to 
the employee benefit plan while on leave. Invoices will be mailed 
to the employee with contributions payable quarterly. If payments 
are not made, all benefits will be cancelled. Contributions to -'the 
^ployee benefit plan shall be at the. rate payable by the employee 
when in active status* ^ - 

c. Tenure Status * 

(1) An employee who is on tenure at the time he is granted, leave 
because of personal illness or illness in his Inmiediate family 
shall remain on tenure. 

(2) An employee who has completed four consecutive years of successful 
experience with Montgomery College or one who has been recommended 
for tenure at the time leave is granted shall go on tenure at the 
time he return^ from leave and* is reassigned, 

(3) An employee who is not on tenure shall waive, by entering into 
a written contractual agreement before being granted leave, his 
rights to have this period of leave considered as probationary 
toward tenure. On returning from leave, the employee shall 
retain the same probationary status as that held at the ^Ime 

this leave was granted. . v • * < 

:.eave - If the leave granted is for personal illness, the 



employee; will be reinstated at the conclusion of the leave provided a 
heal^ certificate from the attending physician is submitted attesting 
to the employee's physical fitness to perform his duties. Reassignment 
will be made at such time as there is a, vacancy for which this - / 

^ employee is qualified. / 

3.445 Ibk-TERIJ MATEmTY mVE ' " • , ' 

Full-time employees who become pre^ant or who determine that they will 
become an'^doptive parent, are eligibly for leave without pay for a 
period not to extend beyond' tlfe end of th^ semester following the semester 
, in which said l^eave begins. However, if an individual is n^t on tenure, 
no semestfer, more than! a ttionth of ^ich falls within such a leave of 
absence, shall' be credj.ted toward the probationary period of tenure. If 
tl\e empXoyee' wishes to resigi^ and follows the procedures outlined in the 
contract no ,4)rejudice shall di^tach to such resignation. The President 
may authorize long-term maternity, leave upon recommendation from the 
appropriate d^an. The employed 'm^a^, apply for longrterm maternity leave 
» whether or not all bf the authori||i paid leave under paragraph 3.433 has 

' been used, (Modifliad .by the Bo^ta^f Trustees, November 1, 1971; see 
reading agenda'* November 19, 1971.) * 
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3.446 EXTENDED ADMINISTRATIVE IEAV£ (Approved by the Board of Trustees, ^ 
September 17, 1973) v . . • V 

. a. General -^Extended administrative leave is defined that type of per- 
sonnel development leave authorized and assigned an A<lministrator or a 
member of the jteculty or Staff and required for the benefit of the 
College. College personnel, aire placed on extended, administrative^ leave 
only for the purpose of acquiring a set of skills or .specific knowledge 
.required for the operation of the College. Placement of , an individual 
on such le«ve, and llie financial arrangements therefor, must be 
* approved by the Board of Trustees. Extended administrative leave 
vill not be used when other methods such as independent or self- 
programed study pr educational (tuition) assistance will provide the 
skill needed in the time frame involved. When the criteria for the 
' Educational Assistance Program are met, the program may be used in 
conjunction with extended administrative le?ve, with ,the approval of 
the President. (See paragraph 3.60.) 

b. Eligibiljl^tV - Any individual currently employed full-time by the 
. Collet may be placed on extended administrative leave provided that 
the person is willing and that, normally, the person has been in the 
service of the College for at least four consetutive years. Declining 
the offer to be placed on this leave will not affect the person's 
employment status at the College. 

Salary*and Benefits - All salary and benefits normally received will 
continue during an individual's leave. In addition, expenses for 
travel, room and board may be paid by the College, as warranted. 

d. Contractual Agreement - An individual who agrees to be placed on 
extended administrative leave t^ust contract to^retum to the College 
upon its completion for twice the duration of the leave but in no 
case less than the equival^t of half of an academic year. Failure 
to return and serve will, make the individual liable for all monies 
paid to him or oft his behalf by the College, unless relieved of this 
obligation, in part or in full, by the Board of Trustfeeis for such 
reasons as disability or death. . 

e. Duration of Leave - Extended administrative leave is normally for no 
mare than the equivalent of a semester. The minimum duration o.f 
extended administrative leave will usually be more than two weeks. 
Personnel development leave of two weeks or less will normally be 
considered under the category of short-term leave to attend pro- 
fessional jneetings. Although extended administrative leave will 
usually be for periods in excess of two weeks, an individual's 
daily absence over a continued period of time while on extended 
administrative leave might well be for only a fraction of a working 
day, for example, two hiurs per day iot six weeks. 

f. Teniire ^ - , 

An individual on this leave will have the time of authorized absence 
^ , count toward tenure or other employment status and will return to the 

* same or eijuivalent positioti on return from lea^e. * 
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3.45 

g. Evaluation ... ^ ^. 

^ CI) One Semester of' Leavfe ^ " . . * 

Because of the difficulty involved in evaluating a faculty member 
for a "superior" or "excellent" rating vhen the faculty member is 
absent from the College for one semester, faculty members absent 
from the College for one full semester of an academic year will 
not be eligible during thei year In vhich the leave occurs for a 
' rating of "superior" or "excellent" and will, therefore, be 
ineligible for a two-step within grade advancehent or an ^ 
advancement to the next tiigher grade* The evaluation for an * 
absence of one semester will be based on the' performance of 
professional duties during the other semester at the College. 

(2) One Year of Leave 

Should a faculty member b& granted extended administrative leave 
^ for more than a semester, evaluation will be* conducted for a ^ 

"competent" rating and, '^if granted, a one«-step advancement on 
the salary schedule, ,if this is passible. This evaluation will ^ 
be based on consideration of a report oh what had been accoi^plished 
during the leave with specific reference to the acquisition of the 
set of skilj.s or specific knowledge for which purpose the leave ^ 
was originally approved. No faculty member on Extended Adminis- 
trative Leave during a full academic year will be eligible for a 
two-step within grade advancement or an advancement to the next 
higher grade during the time bf leave. • 

(See al9o Paragraph 7.38 - Administration of Persoimel Development Leave.) 

4 

3.447 OTHER LONG-TERM LEAVE 

The Board of Trustees may authorize, upon recommendation of the President, 
long-term leave with pay for unusual and imperative reasons not covered by 
any of the foregoing categories of leave. The President miay authorize, 
upon recommendation from the appropriate dean, long-term leave without pay 
for categories of leave not covered iix the preceding paragraphs pertaining 
to long-term leave. A determination will be made^ in each case concerning 
continued participation in the retirement and other benefit plans and 
payments therefor. (Modified by the Board of Trustees, November 1, 1971; 
see reading agenda November 19, 19^1.) ' ' 

3.45 / DISABILITY LEAVE (Approved by the Board of Trustees, 3/ 19/74 ;modified 12/16/74) 

3.451 TOLICY 

All eligible College personnel who have been disabled because of sickness 
or accidental bodily injury loay be granted disability leave with pay 
during the first 12 calendaxf months of disability. Eligibility for. 
disability leave is determined in accordance with the following definitions. 

a. Definitions 

(1) An eligible person Is one who has completed at least six montihs 
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of continuous service with the College and' who ds an Administrator, 
Faculty or Staff member. of the College. who works at least half 
time in a regular budgetjed position on a continuing basis. 

(2) , Eligibility for disability leave does not require that a person be 

a participant in the long-term disability insurance plan to which 

the College. makes contributions. * 

(3) A disabled person is 'one who, by reason of sickness or bodily 
injury, is completely unable to engage in his or her regular 
occupation. 

(4) Due proof is a medical opinion by a legally qualified physician as 
to the nature and extent of the sickness or injury responsible for 
the person's inability to completely perform his or her regular tasks 
at the College. 'This opinion should^ include a stateiiient as to the 
effective d^te of such complete disablement, an estimate as to the' 
probable duration of the disability and should state clearly that the 
individual is completely unable to report to work for medical reasons. 
Whpn in the opinion of the President or his designated representative, 
or the Boar^ in instances requesting its approval^ there i§ a 
reasonable dpiibt a? to the' nature and/or extent of a disability claim, 
the individual may be required to have a second mddical examination 
by a legally qualified physician to be selected by the College and 
paid for by the College, in cases where the legally qualified * 
physician retained by the College and the legally qualified physician 
retained by the individual disagree as to whether or not the 

, individual is a completely disabled person, the two physicians shall 
together select a third physician to also examine the disabled 
individual at the College's expense; the majority opinion of the 
three physicians involved shall prevail. 

(5) Regular pay is the compensation per pay period at the current salary 
rate exclusive of extra compensation for such things, as coaching, 
special projects, summer school and community services instructtbn,^ 

Disability leave provides for salary continuation at 80% of regular pay 
after exhaustion of all accumulated sick leave and all advanced sick 
leave and continues for as long as six consecutive months. In all 
cases except Workmen's Compensation cases, one year's entitlement; of 
sick leave shall be advanced before disability leave is granted and , 
the employee shall be indebted to the College for such advan^ped nsick 
leaVe except in the event of death or disability retirement .occurring 
before the indebtedness has been repaid. * ♦ • 

Upon completion of the period author;j.zed under (b) above, disability 
leave may be continued at 607. of regular pay for the remainder of the 
12 month period following the first date of sickness or injury. 

^n instance! where the disabled person qualifies for Woi;kmen's Compensa- 
tion, Social^ Security or other disability compensation plans to which ^ 
the Collegfe contributes, the rate of salary continuation by the College 
under (b) and (c) above shall be reduced by the amount of such compen- 
sation received from these other plans. 

In all cases where the requested period of disability leave exceeds by 
more than 30 calendar days the expiration of all earned and advanced sick 
leave, the request shall require approval by, the Board of Tii;uste68.. 
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f« In Instances where due proo£ (as defined above) establishes disability 
effective during a period of approved leave without pay or during the 
no pay period for continuing 10-month personnel (only those who have 
been coomit ted to return to pay status) salary continuation under (a) 
above shall coomience on the date the individual was scheduled to return 
to active duty and pay status. 

g. If a- disabled person engaged in any rehabilitative work for wage' or 
profit, the disability l^ave pay otherwise payable with respect to any 
month during '.this 12-month period, will be reduced by 807. of the amoutt 
of such wage or profit to which the employee is entitled for such work 
during that mon€h. 

tt. The period of 12 calendar months for which the College grants paid disa* 

bility leave shall not be extended. Successive unrelated disabilities 
. 3hall entitle the individual to a new 12-month period xmder the 

disability leave provisi^ons. In the .event an ipd^ividual returns to work 
prior to the end of the initial 12-month period and subsequently is 
unable -to continue at work because of t^e original disability, the 
individual is entitled to receive the benefit of any remaining' unused 
balance of the original 12-month salary continuation permissible under 
these regulations. ' )f 

i. Disability leave with pay shall not be granted for disabilities caused 

or contributed to by: 

(1) war or any act of war, whether declared or undeclared;*- 

(2) intentionally self-inflicted injury; • 

(3) injury sustained in the coim^ission of or in consequence of having 
» ' participated in committing a felony; 

j. Eligibility for paid disability leave will automatically c^tTe^on: 
(1) the date the individual returns to active duty with the College; 
.(2) the .individual's '65th blrthdax; 

(3) the date upon which the individual retires under the College 
retirement plan, if prior to 65th birthday; 

(4) the date on which -employment with the College ceases; ' > 

(5) the date on which the individual ceases to be under the care of a 
legally qualified physician; 

k. No period of time during which disability leave pay is being received 
Shall be counted toward satisfaction of the required probationary 
period for granting of tenure or permanent status. 

I. Persons on approved disability leave with pay shall not earn annual, or sick 
leave and shall be paid in accordance with paragraphs 3,451b and c above for 
f all compensable days including official college holidays falling during the 

period of disability leave. 

3.452 PROCEDURES' 

a* The individual, or his or her representative, completes a copy of HC 
Form 3.45 "Apprication for Disability Leave"* and submits the completed 
form along^wlth due proof of disability to the Personnel Office through 

*To be published. Until publication, requests for approval of disability leave are 
to be -submitted by mbnorandum and should contain such specifics as are r,equire.d to 
enable those concerned to render appropriate decisions on the request I 

(Reverse is blank.) 
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. the appropriate administrative channel for processing tind approval* 

b. On the basis of this medical opinion, and any other pertinent 
information available, the Director of Personnel shall establish 
the effective date of disablemert.. 

c. The ^rsoimel Office makes the necessary arrangements with the 
Director of Finance to effect salary continuation during periods 
of approved disability ^eave* 

d. * In all cases where the requested period o^ xlisability leave with 

pay exceeds by more than 30 calendar days the expiration ^of all 
earned sick leave, the Personnel Office shall! prepate the required 
materials for requesting Board of Trustees' approval, 

s 

e. The Director of Personnel is the designa'^ted representative- of the 
President for purposes of administering Section 3.451 a (4) o^ the 
policy on Disability Leave. 

■ 3.453 " ACCOUNTABILITY 

a. The Director of Personnel is responsible for the administration of 
the disability leave program. 

^ Appeals , from di^sability leave decisions of the Director of Personnel 

« may be made to the President. 

3.51 ^' GROUP HEALTH AND LIFE INSURANCE PLAN 

3.511 BENEFIT PLAN COVERAGE 

^ All persons employed by Montgomery College wtviTvork at least hal£^ ^ 

time and who, occupy regular budgeted positions on a continuing 
i>asis are eligible to participate in the Croup Health and Life 
Insurance Plan consisting of life, accidental death and disMiiber- 
ment,' long term disability, hospitalization, surgical, aedlcal, 
dental, and major medical cdverages. The* College pays SOX o"^£*thA^.^ 
premiums attributable to this insurance program. (Sea^rochurc 

''Montgomery College Group Health. and Life Insurance PlajV for details.) 
All (Juestions concerning this insurance should be referred to the 
Personnel Office. 

3.512 ENROLIMEHT 

The Personnel Office will explain "the Group Insurance Plan to all 
persons employed by t^e College and will provide each individual 
with a copy of the benefit pl*n brochure. Each person will complete 
either an enrollment or a refusal card dependent upon his or her 
desire to participate in the plan« If enrollment ia completed 
d<}ring the first 30 days of employment, no evidence of insurability 
is required and coverage becomes effebti^ve (except for long term 
disability insurance which has a 6 month waiting period) on the 
first of the month following enrollment. Enrolln^ent after the 
first 30 days of employment may be accomplished only after proyision 
^ " of evidence of insurability satisfactory to the insurance company, 
ft ' 

.... .• 
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;3.5n TERMINATION OF ^MPLOYrtENT 



Upon termination of employment with the 'College, an individual who 
is enrolled in the group insurance plan may convert certain portions 
of the College group insurance to individual coverage with the 
. . College insurance carrier, in order to take advantage of ^this 
conversion privilege, the terminating person must contact the 
insurance company, and accomplish the necessary conversion paper- 
work within -30 days of the date of termination. , . 

3.514 CLAIM PROCEDURES 

a. Health Insurance * < 

i 

Each enrolled person and spouse ✓is provided an identification 
• card which contains information descriptive of the plan, in 

addition to identifying data. Claim formiOr^ also provided 
• at the, time of enrollment and additional claim formi may be 
• obtained as ndeded frpm the Personnel Services Office. To 
apply for benefits, the individual presents the iddncificatibn 
card and a claim form to the hospital, physician, dentiit, ^ 
laboratory or other provider of health services. The provider 
of health services may verify coverage by telephoning- the 
John Hancock Mutual Life InsurAnce Company; 703-534-6077- 
(collect, if from another toll zone). The provider of 
fiealth services submits the claim form to the local office , 
of the insurance company and payment is made directly to 
5 the provider* of the health service, except for major medical 

claims which are paid .directly to the individual who has sub- 
,mitted the claim. 

b. Long-Term Disability Insurance ^ 

Claim forms for u3e by the enrolled person, are available 
in the Personnel Services Office. Benefits are paid ^ 
dixre.ctly to the enrolled person. 



c. Life Insurance 

\^ Upon the death of an enrolled per6on,*the Personnel Senrices 
jC,^ Of flee should be notified iraccd lately. Three copies of the 
^ death. certificate or an attending physician's report, whichever 

is most expedient, will be required 'for processing of a dcnth 
* claim by this office. 

3.515 BENEFITS FOR PERSONS ON LEAVE AND FOR RETIREES 

a. All coverages for which an individual is enrolled remain in 
effect during periods of authorized leave. 

b. « Certain portions of the College group infiuranc'e program continue 

In effect for retirees. These include a reduced amount ^f life 
insurance and basic health insurance. The Personnel Services 
Office should be contacted for details of the coverages con- 
^ tinued for retirees. 
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3.52 riKAKCKS FOR PIOFESSIOWM MEETINGS 

Permission for leave for full*tlme fscUlty for professloiui aeetlngs 
is granted by the appropriate campus defn after application through 
the department chairman and other intermediate dupervisots. There , 
is an account in the budget for expenses incurred fot such meetings, 
» The faculty members should consult with their division chairman or 

academic ()ean, concerning the amount alloved, and after attending 
the meetiggi present to him an itemized form for forwarding to the 
climpus dean. .(See also paragraph 7*40) 

3.53 FINANCES FOR INTER-CAMPUS tRAVEL 

The regular In-'county allowance it 12c per mile. Thii allqyance 
applies to personnel traveling between campuses on authorized 
college business. (See also paragraph 7.40) 
■ . ■ •* 

3.54 TAX-SHKUKRED ANNUITIES 

3.541 PURPOSE 

. • c 

Tax-sheltered annuities should be considered principally as supplemental 

ret^irement income* 

3.542 PUDVlSiOJJ 

• 4 • ' 

,a« Simply Stated, a ^ax-Sheltered Annuity Provides ; 

(1) An., employee may elect to have his salary reduced - Federal income ^ 
tax paid on reduced amount. 

(2) The employer purchases a nonforfeitable annuity in an amount equal 
to the salary reduction. 

(3) Federal income tax tcybe paid by employee or retiree on full 
.* '\ - a.mou;it received from annuity'. ' . * 

' . b. Options : (Board of Trustees, March 19, 1973) 

.Mployees have the opportunity to purchase tax^iiteltered annuities 
from the Teachers Retirement System of the State of Maryland, The 
^ Prudential Insurance Company of America. or the Teachers Insurance 

and Annuity Association - College Retirement Equities Fund (TIAA- 
. ^ .CREF). .Varma are available at the Employee Services Office. 

c# Employee^ Contribution! (Redugtion of Salary) 

There Is a*Iegal limit to the ainount of reduction of salary allowed, 
Qmploy^ee may request the Teachers* T^etlrement System, tl^^|]Prudentlal 
Insuriince Company or TIAA-<;REF to calculate the' maximum participation 
^ allov:ed. *, ^ 

d» Employer Participation ; 

«THe employer purchases annuity on request of the employee with the 
funias withheld from esnployee. There are no employer matching con- 
'•. trlbu^ons to^^i*fe--annulty fund. 
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RETIREMENT BENEFITS 



3.551 BACKGROUND 



a. Piill-timo employc<»8 of t\w College are pormlttod to particlp.ilo in tin* 
retiremont 'sysUins no follows: * 



(1) 



(2) 



Maintenance, custodial, and cafeteria employees arc enrolled only 
in the Montgomery Community College Retirement Plan (Aetna 
supplemental). y 



/ 



In order that College policy be in accord with State policy, 
'and to provide for optional membership or other provisions 
which the State may from time to time provide', by Resolution 
70-89, July 7, 197Q, tKe Board of Trustee provided that "all 
eligible Faculty and Staff shall become members of the Teachers^ 
Retirement System of the State of Maryland subject to the 
provisions of the Public General Laws of Maryland, as amended 
from time to time." 

. y 

(3) The Montgomery Comm^inity College Retirement Plan is a supplementary 
plan to (2) aforementioned. Participation is automatic for Faculty, 
Staff, and Administrators who belong to the l&ryland State Teachers* 
\ ^ Retirement System. By Board Resolution 74-37," February is, 1974, 
participation is voluntary for those employees described in sub- 
paragraph (1) above. 

b. Those who are enrolled only in the Montgomery Community College Retirement 
Plan (3.551a (IX) will receive all of their retirement income from the 
Aetna Life Insurance Company, which administers the. plan. Those enrolled 
in both the Maryland State Teachers' Retirement System and the Montgomery 
Community College Retirement ?lan will receive two checks - one from the 
Teachers'^ Retirement System and a supplemental check from the Aetna Life 
Insurance Company. 



3.553 B^EFITS 



a. Ben«!fits that accrue from^he Teachers* Retirement System, without 
supplementation from the College plan, accrue in the following manner. 



Years of creditable service 
~ 55 ' 



Average ^filial compensation 
for highest three consecutive 
years 



b. Retirement benefits paid, as a result of participation in both systems 
or in the College p^an only, are calculated, in the following manner: 



Years of service 
(to a maximum of 36) 



2.0% 



Average final compensation 
for highest three consecu- 
tive years . 
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3*57 FACULTY PIERITUS (Board of Trustees, May 18, 1970; Modified September 25, 
1972) 

3.571 POLICY ' ' . 

^1. All faculty members and administrators holding faculty rank vho retire 
vith a minimum of ten years service with Montgomery College shall be 
designated faculty emeritus with appropriate rank or title, subject to 
approval of the Board of Trx^tees. 

b. Retiring faculty members and administrators holding faculty rank with 
less than ten years service with the College may be considered for such 
honor b> the Faculty Senate on an individual basis and be accorded the 
rank .of faculty emeritus if the Faculty Senate so recoonends to the^ 
President and the Board of Trustees approves. 

c. All personnel designated as faculty emeritus shall be so listed in the 
college catalog and be given such other recognition and honor% as may 
be appropriate to persons of this rank. 

3.572 PROCEDURE (Approved by College President, June 26, 1970) . 

Upon receipt of a faculty member's request for retirement, or retiremewt 
of an admi^ilstrative staff manber holding faculty rank, the Office of the%# 
President will notify the Dean of the Faculty and the' Chairman of the 
Faculty Senate^ If the member has had ten or more years service, the Dean 
of the Faculty will prepare a memorandum from the President to the* Board of 
Trustees recommending faculty emeritus status. If, the member has less than 
ten years s'^rvice, the Senate will consider the case and submit its recom? 
mendations to the College President ]Jc:ough the Dean of the Faculty who will 
furnish his comments to the Presidenw^ If faculty emeritus status is recom- 
mended by lUe Siaate, the Dean of the%aculty, and the President, the Dean 
will prepattc, the necessary memorandum tp the Board. If not recoemended* by 
the Senate, a memorandum to the Board is not required. If the recomnendation 
for emeritus status by the Senate' is not accepted by'the President, the 
Office of the Piesident will prepare an*appropriate memorandum to the Board 
of Trustees in order that it may make a final determination in the case. 



(Reverse side is blank;) 
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3.60 £DOCATIOWL ASSISTANCE PROGB^ (Board of Tnwteet, August 27, 1971; Modified 

by approval of the FY73 Operating BQdget, p, 5i6 and the Operating Budget, 

* Appendix G-'l) ' » 

3,,601 POLICY 

The purpose of the Educational Attlatance Program (KAP) la to aaslat all 
^ eligible College employees with educational expenses In order: 

a. To help them perform more effectively In their current Job 
classifications through improved knowledge and skills. 

b. To help them in preparing for higher level .responalbllltles in 
the College by virtue of broadened papablllties. 

3.603 DEFINITIONS 

a. An eligible empFoyee is one who is working full-time at the College 
and who has coo^leted six months of employment with the College. 

b. Eligible study is any course or training program/ offered either for 
credit or not for credit, which is related to any of the functional * , 
areas of ^he College in which an eligible employee works or through 
normal career progression may expedt to work, if qualified. 

c. An acceptable educational institution is: a pqbllc or private secon- 
dary, vocational, trade, or buslneas school; or a public or private 
college, university, professional school, or technical institution. 
It is expected that the educational institution is accredited or 
recognlred by sone agency or governing body from lAthln its general 
functional area or frame of reference. 

d. Educational expenses are the costs for tuition, bookv«nd materials 
^ required for the eligible study approved through the|e)kyP procedures. 

^•la, Satisfactory completion is the obtaining of any grade of designation other 
than failure in accordance with the stamUrds established by the institu- 
tion or organisation attended. 

3.605 FINANCIAL BENEFIT 

«. The maxlmuffl financial benefit to the font of assistance to defray . 
educational tuition expenses for eligible study Is $400 per employee, 
per fiscal year. Of this $400 wtxlaua, $50' qay be applied toward 
the cost of books and aaterlals hecessary for the approved course (sXs^ 

• b. In Instances where the eoployee Is eligible for benefits ^der the 

■ Waiver Plan (see paragraph 3.61),reifflburseo«nt of un to $50 per 

fiscal year for required books. and supplies may «lso be allowed from BAP, 
provided that the. course of study at Montgomery College is Job^related or 
a part of a degjee or certificate prograa which Is Job-related. 

c. Funds shall normally be apportioned for use by Faculty,- Administrators, 
and Staff members based upon the percentage of eligible Collage employees 
in ^ach category. Variations from this apportiopment will be approved 

by^ the Administrative V^ce Preside^nt. 

Modificatib!^ 13t4, April 4, 1974 ■ ' ^ 




3.607 . • 

d. An employee receiving other educational benefits, yiacluding Veterana' 
Adntnistration benefits, for a given course of st^y, is eligible 

to receive benefits under EAP for the same course&nly if the other 
benefits do not cover the full cost of tuition. In such cases the ■ 
amount of benefit under EAP is limited to the difference between the 
aoount of the tptal tuition costs and the amount supplied by the other 
benefits, except that, in addition, the EAP benefit is subject to the 
limitatiorn set forth in paragraph Z.SO'ya.^ 

e. The costs associated with this benefit for study during regular* suiwier 
school Mssions will »be charged to the budget of the fiscal year in 
which such sinzner school session ends/ 

3.. 607 AP|HCATIQ¥ iHOCEDURES 

r 

a. The ei^loyee is responsible for applying at an appropriate, acceptable 
educational institution for admission to or enrol Inent In a course or 
program of eligible study. 

b. To apply for EAP belief its, an eligible ejn^lc/ee completes MC Form 3.607b, 
"Application, for EAP/Tuition Waiver Plan Benefits", and submits the 
completed form according to the. following: 

^ (1) An administf'atqr , shall submit the coTH)leted forms to his super- * 

visor who shall review tlie application for accuracy of data, 
make a recommendption regarding approval of the selected study 
and forward the application to the Director of Dwsonnel, The 
^ Director of Personnel shall review the a*plicatlon for proper 

^ procedure and give approval of the selected study within the 

established guidelines. I 

(2) A stAff employee shall submit the compl/ted forms to his super- 
. visor who shall review the application for accuracy of data, make 
a recomcndatlon regarding approval of Jthe selected stjidy and 
forward the application to the Directofvpf Personnel. The Director 
of Personnel shell review the application for proper procedure ' 
and give approval of the selected study within the established ^ 
guidelines. 

C3) A faculty jnember shall submit the completed forms to his depart- 
ment chairman who shall review 'the application for accuracy of 
data^ make a recommendation regarding approval of the selected 
courses and forward the applicatiori to either the Campus Dean 
(foJ^ faculty assigned to the Takoma Park Campus) or the Academic 
. • (fo^ faculty assigned to the Rockville Campus), The Campus 

Dean or Academic Dean shall review the application, give approval 
of the selected study within the established guidelines, and 
forward it to the Director of Personnel for processing. The 
Director of Personnel ahall review the application for content * 
and praper procedure.* 

Aftar co«f)lete profeessing and approval, the copies of the application 
forw are distributed tor the Personnel Office, the supervisor, and 
tht avployee. ^ 

c. When an application for EAP involves study during normal work hours, 
an agreement detailing how the en>loyee is tp make up the lost tine 

^ ,Mist be attached to the application. This agreement must be signed . 
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hy the employee and hlo supervisor and approved by an appropriate 
adialniitrator* Approval should be granted only In Instances ^ere 
the absence of the eisployee will not result In any Interruption of 
. normal services of the of flea or departtoent concerned and where the 
study desired. Is not generally available outside of the regular work- 
ing hours, 

d* Upon completion of processing and/or approval of the application^ 

^ the Personnel Office will, upo^ retpiest as Indicated on the application 
form 3* 607b y issue the employee a letter authorising the selected 
educational Institution to bill the College for the proper tuition 
expenses within the limitations set forth in paragraph 3. 6^05. If 
the en^loyee so chooses, he may Instead receive the benefit by reim- 
bursement* (See paragraph 3.608a)* 

e* In the event the educational institution selected is not willing to 
1)111 the College, the employee will normally receive this benefit 
by relnbursement. (See paragraph 3.608a)* However, if in such 
Instances the eligible employee does not have sufficient funds to 
pay the eligible expenses in advance, he may so certify to the Di- 
rector of Finance on MC Form 3.607b, and the Director of Finance may 
advance the employee an appropriate amount to cover only the actual 
expenses Incurred and Jrtthln the limitations'^^ forth in paragraph 
3.605, as an Interest free educational loan. Su^h a loan is to be 
4 repaid via the reitobursement procedure. (See par^raph 3.608a). 

f. In all cases, the application should be<*»received by the Personnel 
Office no later than 15 days prior to registration. An employee 
should submit his application in time to allow his supervisor suf- 
ficient time to meet thl^ deadline. 

• 3.608 REIMBURSEMENT AND REPORTING PROCEDURES 

/. . . - ^ • 

a. Upon completion of approved sj^udy for which an employee paid the 
apprbved educational tuition expenses himself because either he did 
not choose to use a letter from' the College authorizing the selected 
institution to bill the Collge directly, or because the selected 
institution was not willing to bill the College, reimbursement may 
be requested by submitting >IC Form 3.609, "Requ|^8t for EAP Relmburte- 
ment,*' to the Personnel Office, accoii?)anled.by a. tuition receipt and 5i 
evidence of satisfactory completion of the approved atudy. Receipts 

' will be required ilso for reimbursement for costs up to $50 of nec- 
' essary books and materials. After approval by the Personnel Office, 
this form is sent to the Finance Office for processing and reimburse- 
ment to the employee. In cases where the employee received a loan 
from the College, the processing of the form, after it is approved, 
will ^^^l^t the payment. 

b. In order to 1)e ellgl^e fpf^ continued financial benefits under EAP, 
the employee muit.have submitted evidence of satfifactory conpletion 
of all study for wWch he has received EAP benefits, to his super- 

vl-sor a^'to the Personnel Office, or have applffed to the Personnel Office 
f or* estcuse^i vj:t%^wal f or reasTons of health, family obligations,, or 
similar cocfpellin^ '{Considerations^ 

^ ^HodijElcatlon 114, April A,' 19/4 • . , 
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c. Barployees who do not satisfactorily complete study for which B/^ 
benefits have been received must reimburse the College for all 
monies that the College has expended in relation to that specific 
study which was not satisfactorily completed before being eligible 
to apply for any further benefits under EAP. 

3.609 ACCOUNIABILITY A)R EAP 

The Director of Personai^l ia responsible for the administration 
of the E^, Appeals from deqif ions 0f the Director of Personnel 
may be made to the A^inistrative Vice President. 

3.61 TUITION WAIVER PLAN (Approved by the President, Decembef 20, 1973) 

3.611 G6NERAL 

The purpose of" the Tuition Waiver Plan is to allow college employees, 
undei^ certain conditions, to enroll in courses for credit at MontgOtner^ 
College without paying tuition charges. There is no limit on the number 
of courses that can be taken, nor is there any requirement as to the 
grade level that must be maintained. 

3.612 DEFINITIONS 

a. EligjLble personnel are all full-time college employees. 

b. Eligible study is any credit course offered at Montgomery Co).lege 
having at 'least ten regularly Enrolled students and scheduled outside 
of the individual's normal working hours. \ 

3.613 APPLICATION PROCEDURES 

a. To apply for Tuition Waiver Plan benefits, an eligible employee com- 
pletes MC Form 3.607b, "Application for EAP/Tuition Waiver Plin Benefits 
and submits the completed form according to the following: J 

(ly An admlnist;rator shall submit the completed form to his supervisor 
who shall review the application for accuracy of data and forward . 
it to the Director of Personnel. The Director of Personnel shall 
review ^the application for proper procedure. If within established 
guidelines, he shall approve' it. If rejected., the i^ppllcant shall 
be potified of the reason therefor. 

■« 

, (2) A staff employee shall submit the completed foim to his supervisor 
who. shall review the application for accuracy of data, make 
appropriate recommendations and forward it to the Director of 
'Personnel. The Director of Personnel shall review the application 
for proper procedure* If within established guidelines, he shall 
approve it. If rejected, the applicant shall be notified of the 
^ reason thereof. 

(3) A faculty member shall submit the completed form to his department 
chairman who shall review the application for accuracy of data, And 
forward it to either the Campus Dean (for faculty assigned to the 
Takoma Park Campus) or the Academic Dean (for faculty assigned to 
Modification 114, April 4, 1974 
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the Sockvllle Ctmpua). The CMpus Dean or Acadeslc Dean aliall 
revlev the application, sake reconnendatlonft , imd forvard It to' 
the Director of Personnel.' The Director of Personnel shall 
revlev the application for proper procedure. If within 
established guidelines, he shall approve %t. If rejected,, the 
applicant shall be notified of the reavon therefor* 

\ b. In conjunction vith the Tuition Waiver rlan, application say be 
■ade under the Educational Assistance Program for up to $50 to 
defray^ the cost of books and Materials In cases where the course 
of study(is job related. (See paragraph 3.60.) 

3.614 ACCOUNEABILm AMD APPEALS 

The Director of Personnel is responsible for the adsiniatration of 
the Tuition Waiver Plan. Appeals from, decisions of the Director of 
Personnel aay be aade to the Administrative Vice-President. 



(Reverse is blank.) 
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3.75 PR0FE3SIG?{AL PERS(»WEL RECORDS CBpard of Truiteei, October 14, I968) 

3.751 POLICY f 

The personnel record of any past or present member of £he professional staff 
of the College ^Is considered a confidential recprd of th^ College. Access to 
such a record is limited to those persons vho have legitimate requests for 
information contained therein. Only duly author iied personnel of the College 
as designated by the President are permitted to extract and disseminate 
requested information from this record. In the event a l^gal jurisdiction 
'shall subpoena the release of records, this shall be construed to mean all ^ 
files except those which are considered to be privileged information. Those 
considered to be privileged information are: letters of recomnendatiqn; reference 
forms; university and college placement papers; o^her confidential material related 
to initial Appointment; and medical, psychiatric, or other confidential material 
which has been received by the College with the understanding that in the best 
interests of the individual concerned it would not be divulged to him. 

3.753 TYPES OF FILES \ \^ - 

a. The College maintains fo^iK^types of filerf for professional personnel; 
a central file, a salary flT^fii * payroll file, and a campus file. 

(1) The central file consists oft 

(a) The official contract for employment 
Cb) Other legal dociiments relAted ):o employment 

(c) For^all administrators, the personnel 'folder con training 'the 
material listed below under campus file. 

(2) The Administrative Vice President is responsible for the compilation 
and ^ministration of the above records for all administratbrs. 
An administrator shall have the right to the review of. his own 

" "^personnel ftle by himself or by his duly authorized vrepresenta- 
t'ive, deslt^nated as such , in writing by the individual, in 
accordance with the following policies and procedures: 

« 

(a) An appointment miist be made for the review with the 

Administrative Vice President, who shall be the sole 
;^ person, to conduct such a review. 

(b) Thf material listed in 3.753e(l) tad 3.753e(2) is rem^ed 
from^ thjfi^file by the Administrative Vice Presid,ent prior to 
tlte'^review session. ^ >\ 

(c? The entire review is conducted in the office ^f the 

Administrative Vice President and no material is permitted 
to leave the room.or to be removed from the file. 

c. Th<^ salary file consists of : ^ 

(1) A copy of personnel action sheets, contractual letters, and. other 
documents which authorize the pa^nnent of salary. 

(2) A copy of forms related to insurance, retirement,, fringe benefits, ♦ 
and leave authorization* 
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(3) Copltt of other doctimentB that art ptrtinant to the admlnla- 
tratlon of personnel coopentatlon and benefits. , ^ 

<!• The payroll file consists of official authoritition for salary and • 
relatied benefits. 

e. The campus file consists of: 

(h) Letters of r/ficommendationi reference fortns^ university and 
college placement papers, and oth^r confidential material 
related to initial appointment. 

(2) Medical, psychiatric, or other confidential material which has 
been received by the College with the understanding that in the 
best interests of the individual concerned it would not be 
divulged to him. 

• * (3) Original application for smployment. 

(4) Copies of personnel action sheets, contractual letters, and 
other documents which authorize the payment of salary. 

(5) Copies of forms related to insurance, retirement, fringe 
benefits, and leave authorization. 

(6) Other documents' that art pertinent to the administration of 

' pei^sonnel xon^pensation and benefits. y 

1 

' (7) Evidence of complianctfi with the legal aspects of employment, 
such ar the annual proof-.^f freedom 'from Active tuT)erculosis. 

(8) Correspondence and mtdjotanda r^evant to the individual 'tb 
employment and association^ with the College after initial 
appointment. 

(9) Materials related to the required evaluation procedures. 

(10) Archival records of nbteWorthy acMevements th^t provide . 
biographical data for approj)r lately acknowledging the 
individual on special occasions. 

3.755 LOCATION OF FILES • 

a* The central file is kept in the College Administrative center.. The 

\dra1nistrative Vice President is responsible for the security of this 
file until such time as it is deposited in the College Archives in 
accordance with the provisions of the Comprehensive Records Schedule. 
The College Archivist assumes responsibility for the security of this 
" , file at that time. , 

b. The salary file is located In the Personnel Office of the College central 
staff. The Director of Personnel is responsible for the security of this 
file. 

c. The payroll file is located in the payroll office* The payroll supervisor 
is responsible for the security of this file until sugh time as it is 
deposited in the College Archives in accordance with provisions of the 
Comprehensive Records Schedule. The College Archivist aSsjmes responsi- . 
bllity for* the security of this file at that time. 
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d» The campus file is located in the office of the Campus Dean for^ the campus 
to which the individual is primarily assigned. The Campus Dean ia respon- 
sible for the security of this file until 'such time as it is deposited in 
the College A.rchives in accordance with the provisions of the Comprehensive 
Records Schedule. The College Archivist assumes responsibility fdr th^e 
security' Off this file at that tijie. 

3 .75 7 ADMINISTRATION OF AND ACCESS TO Fl^ES ^ r 

^hc degree of access authorized to a professional personnel file is determined by 
the legitimate need of the inquirer. . The tyflc of information disseminated is, 
therefore, a function of the source oi the inquiry* Information authorized to be 
given to various spurces, and ^the persons permitted access to the records are 
indicated below. With the exception of a confirmation of employment by the 
Director of Personnel, wo information about a professional staff member will l)e 
given over the telephone by anyone. 

a« The central file is administered by the Administrative Vice President* who 
is responsible for its security until such time as it is deposited in the 
College Archives. This file^ is t)pen to the President, the Administrative 
Vice President, and only to other personnel duly authorized in writing by 

the President or the Administrative Vice President. 

' . • ■=» 

b. The salary file is administered by the Director of Personnel, who Is re- 
sponsible for its security. This file is open to the President, the Admin- 
istrative Vice President, the Director of Personnel, ai\d staff members 
designated by ther Director of Personnel as those necessl^to carry out the 
assigned functions -of the personnel office. Since this f iie is merely a 
working file containing material that is normally duplicat6fd iiij the 
appropriate, campus file, all requests for access to sucK rfeoMwts should 

^ be referred to ;the office of the campus dean. • J 

c. The payroll file is administered „by the payroll, supervisor, who is respon- 
sible for its security until such time as it is deposited in the College 
Archives. The file is open to the President, the Administrative Vice 

* "President,, the Director of Finance, the payroll supervisor and staff 
menbers designated by the Director of Finance, as those necessary to 
carry out the assigned functions of the payroll office. 

* d. (1) The campus file is administered by the Campus Dean, who is responsible 
• ' for its security .until such time as it is deposited in the College 

Archives. The Campus Dean shall be responsible for the compilation of 
the material listed in 3.753e(l) and 3.753e(2) ajid for the placement of 
this material and other material in* the file, jjor administrative staff 
'members, see 3*753b(2)jJ The individual has the right to review and 
respond in writing to any material in the file except that listed in 
3.753e(l) and 3.753e(2) in accordance with the following policies and 
procedures; 

• * 

(a) He may prepare a statement in response and may include evidence 
in support of the 'response* If the individual desires to make no 
statement in response, he may jio state in writing* ^ 

(b) If the individual so wishes and so requests in writing, a copy of 
the material to which he has taken exception and for which he has 
written a^^response statement, shall be forwarded, together with his 
response to the Subcotmittee on' Renewf 1 of. Contracts, Rank, and- 
tenure for appropriate investigation* The subcommittee's summary 

^ of findings, the individual's statement and supporting material, 

and the original material in question shall all be placed in the file. 
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(2) The campus file is open at all times to the President, the Administrative 
Vice President, the Dean of the Faculty, and the campus dean, 

(3) An individual member of the professional staff shall have the riglvt to the re- 
view of his own personnel file -by himself or by his duly authorized represen- 
tative, designated "as such in writing by the individual, in accordance with 
the^ following policies and procedures: 

(a) An appointment must be made for the review with the campus dean, who ^ 
shall be the sole perion to conduct such a review. ' ^ 

(b) The material listed ii| 3.753e(l) and 3.*753e(2) is removed from the. file 
by the campds dean prior to the review session. 

(c) The entire review is conducted in the office of the campus dean and no 
material" is permitted /?o leave the room or to be removed from the file. 

(4) Other college personnel are permitted access to the campjis file in accordance 
with the following policies and procedures: 

(a) Prior to .the individual's initial appointment, the file is open to the 
Rockville Campus Academic Dean, Takoma Park Campus division chairmeit, 
associate deans of students, and department chairmen £or the purpose of 
assisting in the pre-appointment* analysis. (The procedures for such re- 
views are indicated in the pplicies and procedures £or the hiring process.) 

(b) After the individual's initia-1 appdintment, ttie file, with the exception of 
the material listed in 3.753e(2) is open to the Rockville Campus Academic 
Dean, Takoma Park Campus division chairmen, and the associate deans of 
students. (The campus dean is responsible for the removal of the excepted. . 
material before review by the aforementioned persons.) The Academic Dean, 
division chairmen, and associate deans of students must review the file in 
the office of the campus dean, so that at no time will the file leave 

that office. 

(c) All other requests by all other college personnel must be channeled 
through the Academic Dqan on the Rockville Campus, a division chairman 
on the Takoma Park Campus, or an associate dean of students, who, after 
review of the file, will supply such information as is appropriate. 

(5) Outside requesters for information may, upon proper identification and authori- 
zation, have an interview with the campus dean. Th& campus dean will retain the 
file and answer questions from it. Properly authorized written requests will be 
given an appropriate response by the campus dean. In the event a legal juris- 
diction shall subpoena the release of records, this shall be construed to mean 
all files unless only a specified portion thereof is demanded. Notification 
of such subpoena action shall be given to the individual concerned and to 

the President of the College. The President, or his designated representative 
will assure the safe transport of appropriate records to the legal jurisdic- 
tion which has issued the subpoena. 

e. All non-current professional personnel files deposited in the College Archives 
are administered by the College Archivist, who is responsible for their security. 
Access to thes^ records is governed by the provisions of 3.)57a, 3.'757b, 3.757c, 
and 3.757d. \ J ^ ^ ^ 
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EDUCATIONAL PROGRAM 

6.00 PHILOSOPHY (Board of Trustees, Resolution 301-66, May 23, 1966) 

1 

The philosophy of Montgomery College is expressed in the following 
generalizations: ^ 

t,. The College must strive for excellence in "^ch of its" dif- 
ferent programs with the aim of educating ed^h individual to 
the level of his highest potential.^ 

b« The College has, an obligation to keep its protram varied in 
accordance with the changing educational ne'ed^ and interests 
of the community, 

c. The College provides a favorable learning climate to meet 
the needs of a diverse student body by a close student-teacher 
relationship, by individualized instruction and, above all, 

by a faculty and adminfstratioii devoted to teaching ^and to 
continued improvement in instructional methods.. , 

d. The College believes that a sound guidance and counseling 
program which helps ^students to achieve self-understanciiing 
and to make realistic educational plans is an essential part 

, of a community college program. 

e. The College sponsors a variety of cultural, educational, and 
leisure activities 'outside the classroom to encourage the 
student to broaden his knowledge and appreciation of the arts, 
the sciences, the humanities, and the social issues of our 
time. 

f • The College considers it to be a fundamental responsibility 

to provide a broad liberaf education for all students enrolled 
in a curriculum so that th6y may increase their appreciatiop 
and understanding of the world of ideas, scientific inquiry, 
and human relations. ' ^ 

g* The (College, although liberal^in its admissions policy, will 
require of its students academic performance of high quality 
and rigorous intellectual discipline. 

6.01 OBJECTIVES (Board of Trustees, Resohi^on 301-66, May 23", J.966) 



primary aim of Montgomery College is to create an educational 
environment which opens up opportunities for each student tQ learn 
and to work in a community of scholars and t^o develop the following 
abilities and attitudes: \ \ 

Ai To appraise realistically his goals, abilities, achievements, 
and behavior. ' ' 
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. b. To cxptnd his knowledge, underi tending, and appreciation of 
the world about hinu 

c. To prepare for adult responsibilities as a citizen and a* 
meq>>cr of family and coinnunity groups. . 

d# To practice social conduct based on ethical and spiritual 
values • 

• . ^ - > ' ^. ■ ' . 

e. To develop skills and basic intellectual qualities, for fur- 
ther higher education, continuing education, and occupational 
proficiency. 

f* To develop aesthetic appreciation of literature, music, the 
visual arts and his cultural heritage. 

g. To develop social responsibilities, leadership^ characteristics 
and to learn how. to participate in a democratic society. 

h. To. learn to judge men and issues critically an^ to base de- 
cisions and conduct on such judgment. 

i. To understand conditions for healthful and effective living 
^ and to develop social poise and mature conduct. 

BOGRAMS (Board of Trustees, Resolution 301-66, May 23, 19'66) 

a. To attain its philosophy and objectives, the College has a 
variety of programs as follows: 

V 

(1) Curriculura$ preparing for upper-df vision degree programs 
at universities and other colleges. 

(2) Technical and semi-prd^ssional programs for students 
who want to prepare for\inmediate employment 

(3) A pattern of similar course requirements in general ed- 
ucation for all students enrolled in a curriculum. 

(4) A variety of continuing education offerings for adults 
> and college graduates, including both credit and non- 
credit courses, designed for employment, re-employment, 
and re-training in various professional and semi-pto^ 
fessional sUfii^s* 

(5) A broad and expanding series of forumfi, lectures^, short 
courses, concerts, dramatic productions, art exhibits, 
athletic events, and other activities intended to balance 
the total instructional M)rogram. 

(6) Individual counseling serj;ices ,for all students to help 
them in planning their programs of study ^d in solving 
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their transfer and other problems. 
b« AToong the special' progr^d^ of the College are the following: 

(1) A teviev, program for assisting new students who des'tre cither 
remedial wdrk or additional Opportunity to develop fundamental 
skills- in mathematics^, English, «and reading* 

(2) An early placement, program in higher education for selected hij;h 
school seniors who' want to accelerate their college ^studies • 

*' ' ' ^ , - . • 

(3) 'au honors program for students of outstanding abiiity who respond 

to £he ^hallehge of par tflcipa ting in independent study, seminai's. 
.and iriterdiscipiinary offerings. 

(4) An extensive summer program for students enrolled at the College, 
for undergraduates from other institutions, and for high school 

. graduates wHo wish .to begin their college studies, 

c» In.all of 'thes.e programs and Services, ainfed at the development of Che 
^ . intelleo'tual and cultural interests of its students, the College strives 
to be a vital educational-pultural center of the * community. 

MASTER^LAN FOR EDUCATIONAL PROGRAMS AND SERVICES 
.(Approved •'by the Board of Trustees, June % 1969) 
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The College has adopted a master plan for the development of educational 
programs and services on each oi its campuses ♦ As new campuies are contem- 
,plated, similar plans will be developed for them, upon which/'plana the con- 
structioh of facilities will be. based. This section describes the frame- 
work* upon which the master plan^ has been developed; the offices responsible 
for the administration of that plan; and, finally, the master plan for c-ic* 
tarapus^ * ^If ' 

PROGRAM* AND SERVICE COMMITl^NTS 

In 4>lanning its development as a community institution of higher education, 
the College should ♦use ip addition to its adopted .statement of philosopLs 

(^objectives, and programs — the following statements as a framework for its 

.decisions:* . * 

The College" should be an "open^-door" college. In addition to its excel- 
lent academic program whicK should be continuously strengthened, the 
College should be prepared to offer ai|y educational program or service 
needed .by the' post-high school age citizens of its service area. \ 

A • • ' . . : . ^ % 

The College should welcome opportunities to utilize the entire County ~ 
its facilities and its people — ' as a College resource. • ^ 



«^ • • • 

c. The College Should be planned as a comprehensive system rather than at 

A cojilection of cqmprehens ive campuses. • ' 



• d. All c^puses of the College should be considered as coordinated .and 
^ ' ' Supportive segments dfl^ a single .pollege^system. 

e*" The College campuses should serve, as community service centers. 
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£• The College shouL^ be an exploratory oentet for the great bulk f 

of students who have not yet fix/^d on their career goals. ' 

g. The College should anticipate and respond quidkly and positively 

to changing needs and patterns. , * • ' 

6.035 MASTER P^N ADMINISTRATIVE RESPONSIBILITIES - 

a. The President of the .College is responsible for the general adminis- 
tration of the master^-plan statement of "College-wide Program and » 
Service Commitments" (see paragraph 6.033 above), utilizing the 
services of appropriate administrative staff offices. * • ^. 

b* Each campus dean is responsible for: 

(1) The administration of the campus master plan of program and 
service cpramitments for his particular campus and) ^ 

Y» 

('2) The development of *plans and recommendations for the fulfill- 
ment of the campus plan and for appropriate changes in the 
campus plan. 

t» 

The campus dean shall use the resource? and services of the administra- 
tive staff in the fulfillment of these responsibilities. 
* * o i 

b!036 MODIFYING THE MASTER PLAN 

a. The Board of Trustees is rasponaible for authorizing changes m 
, ' the master plan of thejCbllQge and its campuses^. 

b. Reconmendations for changing the master plan of programs and services \^ 
of the College and 'its cainpuses shall be reviewed by the President 
and his staff prior to the time sucH recommendations are transmitted 
to th^ Board for its consideration. ' ' ^ 

c. Recommendations regarding changes in a campus 'master plart shall be 
made directly to the appropriate campus .dean for his review .and sub-* f 
sc^iuent recommendation to the President. The campus a^an, prior to ^ 
inakiJlg a recommendatioi|r to the President, ^hall consult with appro- 
priate campus and collie faculty and sta^f in order to- assess the 
justification and vafrious implications of the proposed changes. 

^ d. In the event t^ie Bpard of Trustees establishes 'a hew campus of the 
College, the Board is res|>onsibIe for approving the master plan of 
^rogramd and. services for the new campus, after receiving a recom- , 
mendation from the President of the College, after due study, analysis, 
add/or consultation, as might be appropriate^. 

> 

" 6.037 ^TER PLAN FOR THE T/^KOMA PARK CAMPUS . 

The following program and service commitments are authorized for the 
Takoma Park Campus (1500 full-time students): 

a. General Areas Authorized for Degree and Certificate Prggrams of the 
Campus^ ; 

(1) General liberal arts and sciences 
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(2) Allied health (7) Sbcial services * 

/^x n ^ ^ J ^* (8) Secondary education 

(3) Con5)uter science and ^ ^ 

technology (9) ^Personal services * 

(10) Repair and maintenance services * 

(11) General education exploratory 

(5) Engineering* . program ' • . 

(6) Business - Inter-discipline seminar 

program 

I ' ... 

^b>^ Degree Curricula Authorized for the Campus ; * 

(1) Tfansfer-oriented Curricula: ^ > 

(a) Art (to be limited by the availability of specialized 

facilities provided on campus, namely, an art-suite with 
* several multi-use laboratories) 

« (b) Business Administration. 

(c) Engineering (to be limited by the availability of 
specialized supporting facilities provided on 'campus) 

(d) Liberal Arts ** ' ' ^ 

(e) Liberal Sciences and Mathematics ** 

(f) Medical .Technology » ^ 
*(g) Pre-dentistry 

(h) Pre-taedicine 

(i) Pre-optometry . / 

(j)i Pre-pharmacy' 

\ ^ 
• (k) Secondary Education ** 

(1) Computer Science — Science-Mathematics Option (to be 

limited by the availability of specialized facilities on 
campus namely , germinal inpjit/output cfevices connected ^ 

* with the dentral computer on the Rockville Campus) 



* The Campus Dean is to reco^jmend for Board consideration a plan, for the forma- 
tion of a local planning committee related to these general areas, as indicated 
on pages 4-5 and 4-6 of the Report. on Long- Range Educational Planning for 
Montgomery Junior College > (EPIC) 

Curricula listed in items (d) ^ (e), (k) (p) and (q) (under Transfer-oriented 
Curricula) are to be considered for appropriate modification as the specific 
. plani for curricula under items (r) and (s)^are developed by the Campus and 
approved by the Board of Trustees f6r implejpientation. 
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(m) Radiation Science 
(n) Pre- law 

(0) 'Home Economics 

(p) General Education — Humanities-Social Science Option ** 
Jq) General Education — Science-Mathematics ^Option ** 
(r) General education exploratory program *** ^ 
* (s) Inter-dic^ciplinc ^eaffhar program 

(2) Technical, Semi-Professional, and Other General Degree Curricula 
Authorized for the Campus : ^ ^ 

(a) Dental Assisting 

(b) Dental Laboratory Technology 

*(c) Nursing . . , 

(d) Medical Laboratory Technician 

(e) Radiologic Tefehnology * 

' (f) Radiation Technology ' ' 

(g) M«nt»l Health Technician ; 
. (h) M«dic»l S«cr«t»rUl • 
•U) L«g&I S«cr«tasitl ^ \ ^ 

( j) Extcutlv* S«cr«tKilal - - 

(k) Gtntral Businiis 

(1) Computer Technology — Business Option (td^e limited by 
the availability of specia'lieed facilities on campus; 
namaly, terminal input/output devices connecte4 with the " 

. central- computer on the RockvUle Campus) 

«• 

(m) Computer Technblo^y — Science-Mathematics, Option (to l?e 
^ limited as specified in item (1) Immediately above) 



, ** Ibid 



*** These are to be new curricula developed by the campus , through processes 
provided for by the Campus Dean, and must be approved by the Board of 
Itustees prior to implementation. ,See^ pages 4-4 and 4-5 of the EPIC 
Report for a description of these items. ' ^ 
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(n) General EducaCion UuBaniCies-SocUl Science Option 
(o) General Education Sclence-H^tfac^natics Option ^ 
(p) General education ejq>loratory prograa 
" <q) Inter-discipline sestnar progr«j *** 

c. Certificate Prograni Authoriged for the Catma ; 

Secretarial 

d. General Service Coiaaitmenf for tha Caapua t 

(1) A vide range of student personnel services to support the program 
cosnitnentd of the campus 

(2) Diversified and innovative instructional approaches to individualize 
learning 

• * 

(3) Developnental-slcills serv£ces to assist students to review and 
develop competencies needed for educational success (see Sections 
3 and 4 of the EPtc^ Report for concepts) 

V (4) Honors courses for qualified students 

(5) Advanced educational placement services 

(6) Early placement services for high school students 

" (7) A variety of cooDunity services through non-credit offerings, 
> cultural programs » and connunity use of campus facilities 

(8) Athletic activities appropriate to the facilities limitations 
of the caaq>u8 ^ ^ 

6.038 MASTER PIAN. FOR THE ROCKVILLE CAMPUS t 

Thie following program and service commitments are authorised for the 
Rockville Campus (5000 full*tiae students): 

a* General Areas Authorized for Decree and Certificate Proi^rams of the 



Campus ; 

(1) General liberal arts and sciences / 
<2) Computet science and technol<>gy 

(3) » Engineering and engineering technologies 

(4) Performing and fine arts 



** Ibid 
*** ,Ibld 
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(5) Business • ♦ " ' 

(6) Coanunlcacions technologies 
1 (7) Governmental services 

(8) Education. and educatiootfl support Services 

(9) Hospitality services 
(10) Protective services 

b. Degree Curricula Authorized for the Campus ;' ' 
(1) Tran8fer-,oriented Degree Curricula: 



(a 
(b 
(c 
(d 
(e 
(f 

(h 
(i 
(J 
(k 

• (1 

• (»: 
(n: 

(o 

• (P 

(q 



Art 

Business Administratis 

Education for Industry * ' • 

Engineering 

Liberal Arts 

Liberal Sciences and Mathematics 

Music Cultural or Professional 

Music Education • Vocal or Piano 

Music Education.- Instrumental • 

Pre-^entistry 

Pre-medicine 

Pre-op tome try 

Pre-pharmacy 

Education • Elpmenta|;y f 
Education - Secondar^ - — ^ 
, Computer Science-- Science-Mathematics 
Physical Education *! 



* The Takoma Park Campus Dean is responsible for phasing out this curriculum 
at the Takoma Park Campus within^ the ^e^t year or two so .that this curriculum 
will be differed only at the Rackville Campus thereafter. 
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(r) General Education — . Humanities r JSdcial Science Option 
Cs) General Education-^- Science-Mathematics Option t 
(t) Cartography 
(u) - Geography | 
(v) Community Planning 

i 

(w) Pre -law • • " 

(x) Home Economics ^ - < 

It) Technical, ^emi-ProjEessional and Other General Degree Curricula 
Authorized for the Campus: 

(a) Engineering Aide * 

(b) Fire Science * ^ ^ 

(c) General Business 

(d) ^lice Science * 

(e) Executive Secretarial^ 

(f) Legal Secretarial 

(g) Medical Secretarial ^ * 

(h) Advertising Art * 

(i) Printing Technology * 

(j) Computer Technology - Business Option^ 

(k) CcJinputer - Technology — Science-Matiiematics Option 

(1) Physical Education * 

♦ 

(m) Community Planning ^ 

(n) Cartography 

' (o) Geography 

(p) Electronic Technology * 

c 

(q) General Education — Humanities-Social Science Option - 
(r) General Edi^efitT<)n Science-Mathematics Option 
cw Certificate Program Authorized for the Campus: 
Secretarial 

d. ' General Service -eommitments for the Campus ; 

(1) A wide range of stufletxt personnel services to support the program 
comnitmenta of the campus. 

(2) piveiTBlfied and innovative inst-nictional approaches to individualize 
learning. . . , 

(3) Developmental-skills services to assist students to review and 
develop competencies needed for educational success. (See Sections 
3 and 4 of the EPIC Report for concepts.) 




*Ibid 
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(4) Eqnors c<*i?ses for qualified students. ' , 

(5) AdvartceJ educational placement services. 

(6) Early placement services for high school sty&ents. ' ^ ^ 

(7) A variety of conununity services through non-credit offerings, cultural 
programs, and community use of campus facilities. 

(8) A range of athletic activities appropriate to the diversified facilities 
of the campus. 

6.05 ACCREDITATION ' * > 

Montgomery Coll'ege has been granted full accreditation by the Maryland State ^ 
Department of Education. and the Middle States Association of Colleges and Sccon-; 
dary Schools. The campus deans plan for and prepare the necessary documentation 
for accreditation or re-accreditation of their respective campuses, under the 
coordination of such person as may be ^designated by the President. 

6.06 CAMPUS AVERAGE CLASS SIZE 

The Board of Trustees, on January 15, 1975, adopted Resolution number 75-1 
which specified that each campus, for the campus as a total unit, is to 
attain an average class^ size of 25 students and that such an average, class 
size is to be attained within the next several years.' 

6.07 CRITERIA FOR DEVELOPMENT OF THE COLLEGE CALENDAR (PAC, July 12, 1973) 
6.071 GENERAL 

The following criteria will be used in the developmetit of the College's academic , 
and administrative calendars beginning with the Academic Year 1974-75. These 
criteria will be reviewed each year by the Calendar Conmittee which will 
recommend by March 1 any modifications considered desirable as a result o^ 
changing concepts or experience gained. 

6.073 HOLIDAYS 

The holidays listed below are the weekdays on which the'College will be closed 
for all personnel except those required to be presen^ for the safety and 
security of college facilities. When New Year's Day or Independence Day fails 
on a Saturday or a Sunday, the holiday will be observed on the following Monday. 

College Holidays - Date No. of Days 

Labor D^y First Monday in September 1 

Election Day First Tuesday after the ^irst Monday In 

November for years of Presidential elections 1 

Thanksgiving Fourth Thursday and Friday of November 2 

Winter Vacation College closes for seven week days (Mondays 

through Fridays), a maximum of two of which 
, will be before December 25. * . 7 . 

Inauguration Day . January 20 every four years .1 

Spring Vacation Thursday and Friday. preceding Easter Sunday ^ 2 

Memorial Day ' Last Monday In May 1 

Independence Day July 4 ' 1 ^ / 

^ ' Modification 124, February 14, 1975 
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Except for those .years which Include a Presldentlat Election Day and an 
Inauguration Day, the College will be closed for 14 week-days annually. 

ACADEMIC CALENDAR 

a:. Background 

(t) By Resolution 70-109/ dated September 14, 1970, the^ Board of 

Trustees stated that the academic calendar for Montgomery College 
shall Insure at least 15 fulj. weekp of classes, exclusive of 
registration and the usual examination week. The following ^ 
pattern for the academic year calendar Is geared to 'and satisfies 
the above requirements, the desire 6f the Faculty and students * 
to have the first semester end before the winter vacatign, and . 
the general pattern approved for 1972**73 and 1973-74. 

X ^ ' . 

(2) The academic calendar will r^cdgnize all days listed in para- 
graph 6.973 above as holidays during which time the College is 
closed. Beginning with t\ie first day for Faculty in the fall 
semester and ending with the las^ professional day in the second , 
semester, members of the teaching faculty are alBo entitled to 
"recess" on such days as there are no scheduled clas-ses, pro- 
fessional days, advising or registration days, examination days, 
or holidays. 

b. Academic Year Guidelines 

(1) Preceding the. first day of classes for each semester, there 
will be: 

One professional day 

One profess iopal (preparation) day 

Three advising and final registration days 

(2) Following the last day of classes of each semester, tfifcre will be: 

Four days of examinations 

.One to two professional days * ^ ^ 

(3) The following schedulfc will be used in dcvelpplng the^ calendar 
for the first semester of each academic yeir: 

Final^ registration for fall s«nester .Three days, the week 

^^^,1 before classes begin 

Classes -begin Jt. ; Fourth Mopday in August 

Early registration for spring semester Sclieduled over 15 calendar 

^1 ^ays beginning Wednesday of 




I? 



he 12th week of classes 

Last day of (Ttasses 16t;h Saturday after classes 

begin 

Winter recess and holidays Begin after the last pro- 
fessional day ' 



(4) The following schedule will be adhered to in : preparation of the 
academic calendfar for the second semester: 

Final registration for the second semester . Three days the week 

before classes begin 

Classes begin - Next to last Monday 

^ in January 

First early registration for fail semester . Monday through Friday, 
^ ' ^ ^ ^^2 we^ks preceding last 

^ ' d^y of^classeS. 

» ^ . ' . u . 

Last day of classes * 16th Saturday after 

classes begin 

Graduation (Friday) • 13 calendar days ^fter 

*^ classes end 

(5) The calendar shall be developed so as to provide an equal number of 
calendar days in the two semesters of the academic year. The days 
considered shall be the total from the first day for the faculty 

in the first semester to the last professional day of the second 
semester. (See paragraph 7.301) (President's Advisory Council, 
September 26, 1974) ^ 

Cm Summer Term Guidelines * 

The following schedule will be adhered to .in preparing the calendar for 
the sunmer term: - . 

Advising and registration for all 

sessions (2 days) 19 calendar days 

after graduation 

Classes begin for all sessions (Monday) 24 calendar days 

after graduation 

Last day of classes for ^-week session...... 7 weeks after 

* - ' ' I - classes begin - 

d. Requirement? for Commencement 

The above schedule for the second semester provides a 7-day interval be- 
tween the last day of examinations and the required date of delivery of 
. commencement programs t<^ the College. Allotment of this number of days 

to publication has proven barely adequate in the past and has proven 
satisfactory primarily when final examinations for prospective graduates 
have been scheduled before the last day of examinations. This type of 
scheduling has enabled faculty to provide grades for such individuals to 
Data Systems by the absolute deadline of 5. p.m. on the day following the 
la^'t day of examinations. Such scheduling and faculty cooperation are 
netefisary in order to ptbvide a commencement exercise within a reasonable 
time between the closing bf College for students and their graduation. If 
the period is elongated, there is a strong possibility that even fewer 
students and members of the Faculty will attend commencement than is 
currently the case. 

6.075 SUBMISSION OF DETAILED CALENDAR 

Based upon the above criteria, the Chairman of the Faculty Senate will 
submit a specific calendar for each year to the President for his 
consideration. A suspense date of September 15 is established in order 
that the proposed calendar. can be considered by the President's 

^ Jt w 
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College Advisory Council at its September meeting and by the Board of 
Trustees at its .meeting in October* 

6.08 COLLEGE HOURS AND CLASS SCHEDULI!IG 

a* During the academic year the college offices are open daily Monday ^ 
through Friday from 8:30 a.m. until 5:00 p.m. Some campus offices 
and the switchboards are open from 7:30 a.m. xmtil 9:00 p.m. 
(Rockville, 10:00 p.m., Mondays through Thursdays.) 

b. Each campus maintains a day and an evening schedule of classes from 
Monday through Friday. Day classes are normally between 8:00 a.m. and 
5*30 p.m. » evening between 6:00 p«m. and 10:00 p.m. A detailed 
schedule of classes is published three times a year. 

c. Either by advance scheduling or by designating a free period(s) each 
week, campuses provide time for student activity^ faculty, departmental, 
and comittee meetings. 

6.10 ASS'K&feyr^OF INSTRUCTIONAL STAFF 

Each instructor in the College will be assigned to one of the departments 
listed in paragraphs 2.04b or 2.05b. 



(Reverse is blank.) 



'■Mi. . 
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6.13 COimSE DEVEtOl 



6.131 NEW COURSES 



' / 

a. . When a new credit course is hieing developed it will normally be designated 

for implementation on only one campus during the first year. The campus of 
implementation will be rec^ommended by the Dean of Education, to the President 
with due consideration fox the recommendations or advice of the course sponsor 
appropriate department cnairmen; campus administrators .including the 
campus dean; the Curriculum Committee; and t^ie Faculty S^ate. When a new 
course is being developed and. the Dean of Education determines that it is in 
the best interest of ^rie College to implement it io its first year on more 
than one campus, he iriky recommend this action through, the Dean of Education 
to the President aft^r appropriate consultation. Following' the initial year 
of implementation, ^ased on ' experiences and observations and, where 
appropriate to the. campus offerings,, the course may be allocated to another 
!^ campus. (Original/ approval, PAC, 'February 22, 1973) 

b. Proposals for new credit courses are submitted through the appropriate 
department chai^an to the Curriculum Committee for consideration. Those 
interested in submitting such proposals should first contact either the 
department chairman or the Curriculum Committee Chairman for guidance 
concerning fopiat, deadline^, and other similar details. After approval 
*by the Faculty Senate and the President, their d«cription is included in 

the next edition of the college^ catalog. According to Maryland Standards 
for Two-Year Colleges, March 26, J.969 , the catalog must include "a* descrip- 
tion of each course and its prerequisit.e (if applicable) to be offered 
during the year for which the catalog is issued/^ In rarfe and unusual 
instances, subj^ect to the approval of appropriate college officials and 
representative groups, an exception may be made if the College is able 
to implement tjie courses and if 'offering the courses is deemed to be in 
the best interes'ts of the students and the College. Credit courses newly 
included in the catalog may be offered ^for the first time during the 
summer session if desired by the appropriate department and if p^ermitted 
by budgetary consideration. (PAC, September 3, 1969, August 26^ 1970, 
and December 21, 1972.) • • • 

• 

c. The office responsible for non-credit courses is that of the Dean of 
Community Services. 

6.132 CREDIT COURSES • [ 

The Currictkitim Committee, established by the College Faculty Senate, is 
resppnsibleX among other functions for preparing recommendations to the 
Senate concerning: 

a. New credit courses 

b. Revisions or ^elimination of present credit courses 

c. Changes in credit given for courses 

• *d. Establishment of credit-course prerequisites # 
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6.133 CATALOG COURSE DESCRIPTIONS (Approved by President, January 12, 1972) 

a. General ' • , ' 

As noted in paragraph 6.131a above, the College catalog must include a 
^ ^_ description of each credit course offered. Predit courses are listed 

in the catalog after having been properly processed through the Curriculum 
Committee, the College Faculty^ Senate, and the Presideut's Curriculum 
^'Advisory Council, and after having received final approval from the 
Qollege President. Courses will be listed without any annotation after 
their titles if they are to be offered on both campuses. If, according 
to'^the master plan or a special determination o^ the President, the^ 
course i§ to be presented on one campus only, the words " (campus) 
only" will be included in th^ catalog opposite the title of such 
course. X^i because of budgetary, facility, or staff limitations, the 

course is not to be offered at a given campus during any Articular 
academic y6ar, the following^ words, as a temporary anncftatiotl, will 
appear in parentheses after the title of the course: "NotT offered 
on the ( I ^campus)' this year.*' * 

Amending Course Annotations 

(ly Course annotations as described above,* may b^ deleted q^' modi- 
fied only upon approval of the president or'^jthose persons to 
whom he has delegated such authority. 

(2) Each' camfftis dean may^approve the insertion or deletion of a 
temporary annotation referring to *.the offering of a course 
already approved for the; campus for which he is responsibie. 

(3) Notations indicating a p^rmarflent restriction on course offerings 
may be modified only after approval of the Dean of Education or 
the President. When it appears to the cognizant campus. dean 
that such a restriction should be adddd or deleted ,<^he dean 
will forward his recommendations, properly substantiated, to the 
,Dean 'JF^ucation, who will render a final decision^ Any 
app*eal orva decision by the Dean of EducatioQ must he made 
in writing to the President, v 

c' Amending Course Descriptions (Modified by President^ December 2^*, 1972) 

(1) Procedures for substantive changes to course descriptions in the 

catalog are establis'hed and distributed by the Curticulum Committee 
and the Faculty Senate. (See Apl5endix A of the Faculty Han4book.) 
These procedures will include coordination with campus deans and 
department chairmen. Upon favorably action by the Faculty Senate 
on recommended substantive changes to courses, such changes will be 
sent directly to the Dean of Education by the Chairman of the Curricu 
lum Committee. If the Dean of Education concurs in the changes, he 
will authoriize thp Director af Public Information to include them in 
the catalog. If differences arise which cannot be resolved by the 
Dean of Education, the proposed changes will be referred to the 
President for decisio,n. 



b. 



« 
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(2) Non-sdbstantive changes may be made to course tf^criptions) 
alteady included in the catalog provided thdt they, have the 
concurrence of the department chairmen and the Chairman ot 
the Curriculum Committee. On the other hand, any non- / 
substantive changes suggested by the Director of Public / 
Information must be approved by the Chairman of the I 
Curriculinn Committee who will coordinate with the* ^ 
departmeht chairmen. ^ 

GUIDELINES ON RELATIONSHIP OF CONTACT TO CREDIT HOU!lS (President's 
Advisory Council, February 27, 1975) 

a. Credit for courses to be considered by the College normally is 
^to be based On the following equivalents: 

INSTRUCTIONAL 
TECHNIQUE 



Lecture/ seminar/tflscirsslon 



COURSE 
CONTACT 
HOURS 



COURSE 
CREDIT 
HOURS 



Science laboratory (instructor supervised) 2 or 3 



Studio and other laboratory (instructor 
supervised; includes off-campus) ' 2 or 3. 

Field laboratory /work experience (usually 

in, a hospital, clinic, or industrial 

setting) 3 to 5 

Open laboratory and auto-tutorial 1 to 5 



b. The contact hours and credit hours of .courses already approved and 
in the catalog will not be automatically changed as a result of 
these guideliPAR. Cujrrent offerings, however", could .t>e chajiged if 
appropriate recommendations and approvals are obta^^d. A proposal 
for a course revision must be fully justified on its own- merits, 
with the above norms being used as guidelines. 

^c. Catalog entries describing the number of 'semester hours and tiinnber , 
and nature of contact hours must be included in all instances, 



6.135 NON-CREDIT COURSES 



a. All non-credit offeri^gs will be classified ^is either: * • ^ 

(1) Non-credit degree related, or non-credit certificate r^ated or* 



(2) Special purpose, non-credit offerings not within the' framework 
of the^A.A. degree or the. certificate. / • "? / 

b* The Dean of Community Services and the Dean of Edutation 

will. decide into which classification d proposed non-credit offering 
should be placed. . 
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the decision -as to whether a non-credit offering is 'degree or certificate 
relate'^ or vAethq^ it is not related to either of these is based on the 
Jfollowl.ng: • . . ' ^ ' ^ ' • * * 

(1) All cours.es whjch are prerequisites^ f0r admission to the Cqllege 
or to a curriculunJ of the College oV prerequisite to a course in 

^ *^ a degree cutficulinn or to a course .in a certificate program will 
' \ be considered degree or ' certificate related. * ' 

(2) All other non-credit offerings i^re non-degree, non-certificate , 
/\. .related'/ / * : * ^ 

^If a prop6;aed non-credit course falls within the framework of the A.A. 
^"degre^. or a' certificate program, if: may be taken by the Dean of Program, 
^Development to th^ Advisbry Committee described below. If the non-credit. 

* offerlng^is not' degree or certificate related, it will be Ipiplemented 
directly by the Dean pf. Community Services, • ' • 

Sjiggestions concerning new. non-credit courses may be sjubmitted direc.tly 

* to the Pean'o'f Community Services from, individual faculty member^, depart- 

. ment chairmen, division cliairmen, academic dean's i membets of the 

community, or the^ •administrative sta'f^. *. 

. *' * . • 

* The procedures described above permit the direct implementation of non-' 
credit offerings x^h'ich*are not degree or c^rtiflcd^te related; they a).so 
preserve the Jfac;ulty*s interest in determining the cdlirses and curriculums 
within the associate In arts degree arid, ce,rt if icatfe programs. 

F.or financial support of non-creditj offerings, feee,. paragraph. 6 vA03b. 
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6.14 CURRICULUM AND PROGRAM DEVELOPMENT 

6.141 GENERAL 

a. The overall program of the College will be continually appraised to assure 
that the programs and courses offered meet th^ needs and desires of the 
community and the students. Suggestions for. curriculum and program develop- 
meht are initiated by individual members of the Faculty, Administration, and 

^ Staff and citizens of the coriimmity. * those interested in submitting such 
proposals should contact f^rst the Department Chairman or the, Dean of 
Education for guidance concerning^ format, deadlines, ahd other similar 
details. New credit courses- and changes^ in existing credit courses and 
progj^afB^ are processed in sequence through the Curriculum Committee, 
Fatuity Si^nate, and the President, while njew programs will also have to be 
processed ^through the State-level agencies and approve^ by the Board of 
Trustees./ ^ * " • 

b. All proposed new cou^rses, curricula and. revisions to, courses and curricula 
must be submitted to the President by the Fafulty Senate by June 1 of each 
year. (Approveti^ by the President, July 26, 1974) 

6.142 POLICY (Board of Trustees, October 19, 1970) ' , ^ 

" If money is approved by the Board of Trustees for inclusion of a prpgram in 
the budget then this iiJfclusion J.s a final commitment to cOffer thAt program 
so that supporting publicity, reciruitment, and publication in the catalog 
can proceed i^suJEficient advanced time, although subsequent failure o*^£ 
funding may, on occasion,, require rescission of the commitment to offer the 
*" . program. • ' . 

6.143 DEFINITION OF TERMS U^ 1^ THE PROGRAM DEVELOPMENT SEQUENCE 

* * • • ^ 

To assist those who become involved with new |Drograms„ the Office of the Dean 
of Education maintans an up-to-date document referred to as Program Development 
Procedures tPAC,' April^7, 1972). It should be referned to by those who 
^ ^ * become involved in thi^x^pe of planning. Definitions .used in connection 
with that document are: 

' a. New Trografg . ' 

A new progr|m.is defined as any course series no^prfeviously pffered 
by the College ' and arranged in a scope and a seqlience leading to a 
degree or certificate/ . . 

•* . • • 
b. Certificate Program • ^ . ^ • 

A certificate program is defined as' a college-level program consisting 
of at least 12 semester ^lours and generally less than 60 semester hours 
not necessarily including any courses in the arts iand sciences. These 
■programs carry the same, performance and academic requirements as do . 
degr~ee programs7 "T^^ adopred iyj Maryland State Board of 

Education -see New Maryland Standards for Two-Year Colleges^ page 1 
. and 4. ) ' . ' ^ * ' 

. Program Sponsor * 

A qualified flill-time* or part-t-ime faculty 'or staff member, or a 
community resource person particularly* knowlefdgeable in a certain 
discipline or specialty or thoroughly famifliar with the slctlls and 
knowledge required of a gx:aduate of a program in order to successfully 
pursue his chosen life work;^such a person, usually f(erving with 
releas6d time, would advance a certain program of study through the 
^nitial and intermediate stages of the program development sequenixe 
up to the final approval' by the Board of Trustees. ) 
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d% Program Coordinator ' . , • - 

A quaW-fled faculty or staff member who serves on a released time basis, 
or prospective faculty member, or a community re^Rource person vho Is 
• assigned or appointed to promote the development * of a g^iven program- In K 
the final stages of the program development process as Indicated* in 
Phase III of- the latter. A coordinator of an occupational program may, 
or may not, be a department chairman, but by. virtue of his specialized' 
, education and experience - in a given occupational area, he assumes 
responsibility for the development and implementation of the program. 
In the event the coordinator is not a department chairman, he Is 
directly responsible to the department chairman under whom the program^ 
operates. (The functions of an occupational. prog*ram coordinator are 
described in par. '^3. 216.) * . ^ ^ * * 

• e-- Program Director^ (PAC, January 28, 1970) 

A 4irector of occupational programs will coordinate and administer the 
^ activities in a cluster of related programs, i.e., aspects common to 
each of them. Individual coofdinators will report via the department 
chairman, if appropriate, to the* program director, who in turn will be 
. responsible to the appropriate administrator. 

f.' Released Time . * * ^ 

An appropriate load reduction granted to a full-time faculty member 
• ^or to a newly-appointed staff, member which is commensurate with the 
amount of time and effort needed to advance a program thr6ugh the 
initial, intermediate, av^ final stages of the program development 
sequence. 

8* Appropriate Depart ment Chairman, Division Chairman. Academic Dean . 
and Campus Dean 

Any of the above-named cc^llege officials, as determined by the Dean of 
Education, who at a given point in time or ^t some future .time, 
may have an interest or Invdlvem^int in the development of a 
program of. study and who should be fully and properly advised of 
diexeJLQM§StflL^5: ^^^^^ program area. 



h. Course Outline jfjir* 

A summary statement setting forth the purpose, goals, ind objectives 
of the course; scope — content, outline of major tdpics and emphases, 
and bibliography; course prerequisites; jthe teaching methods and 
technique*? used (lectures^ seminars, discussions, lab experiments, 
team teaching, guest lecturers, class and outside reading, written* 
reports, research paper, library research, course project, field 
work, and other hands-on activities); etc. • 
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6.145 PROCEDURES (PAC, April 9, 1970) 



a. A request for furither information of community needs for new programs 

is made to the Dean of Education, who in turn, will suggest for reference 
current or pafst studies, as available, in the professional resources 
section of the library of the Rockville Campus or elsewhere. This 
material will reflect national, state, regional an^ local studies made 
at government ar private sector request* Should the appropriate 
information not be available or should there be*a need to. update or to 
reflect local needs to a" greater degree, the Dean of Education will 
forward such request to the Pean of Institutional Research and 
^ Analysis. 

b. A plan of action for a study to establish the -need for a new program tjtrough 
infojgmal and formal surveys and research studies will be mutually 

agreed on by the Dean of Institutional Research and Analysis and the 
Dean of Education in consultation with the program sponsor (see 
definitions in 6.1A3). 

c. The sponsor will incorporate the results of t*he study in the documen- 
tation of the program proposed. The Director of Institutional Research 
and the D^an of Education will continue to serve as resource 

people for the program. 

6.146 AMENDING CURRICULUMS (Approved by President, January 12,^t972) 

Minor changes may be made to curricufums already included in the catalog' 
without referral to the college President providing that they have the approval 
of th^S^ Dean of Education and the concurrence of the chairman of the Faculty 
Senate or, if he desires to decentralize such matters, the chairman of the 
Curriculum Committee. If there is disagreement among the a^forementioned, the 
proposed changes will be referred to the President for decision. 



. 6.147 OCCUPATIONAL PROGRAM COORDINATORS (PAC, Aj/ril 9, 1970) 

a. General 

* An occupational program differs from other curricubmis by the fact that '* 

it is concerned with the development of specific job competencies and, 
in many cases, must comply with /.prof essional-technical and/or legal 
standards of education and performance. These programs involve exten- 
sive contact with professional and consnuni^y groups and, in mbst cases^ , 
utilize extended campus facilities such as health and social agenc'ies, 
— - — _ — which^are e5s ential f or^ the students* educational experiences. The 

individual occupational pr/)gi:am may liave unique aspects ^t^hich^jiequire 

variation in organizatioi\al structure, curriculum requirements, staffing 
patterns and relationships, arfe contractual agreements with extended 
campus facilities. . ^ 

b. The Coordinator 

To satisfy the specific characteristics of occupational *pi:ograms, as 
as described above, eacfi ptogram is placed under the supervision of an 
occupational program coordinator. The definition of this position is 
found in paragraph 6.1A3d» the functions and authorization for released 
time or extended contact in paragraph 3.216. 
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6.15 PLAWHIHG FOR MAJOR INNOVATIOMS IH TgACHING (PAC, January 9, 1969) 

6.151 GENERAL * * 

Major innovations as defined in the following procedures are those which 
rec^uire significant departures and additions in the capital and operating 
budgets of ^ the College td cover sucH items as additional personnel, altera- 
tions. Of additions to buildings and , rooms, major increases in supplies and 
materials, and significant additions of equipmenti etc. In the paragraphs 
which follow,* the term "innovations" refers to "major innovations" as indi" 
c'ated above. 

6.153 PURPOSE , ' 

These guidelines hav^e been developed to assist those concerned with: 

a. Identifying experiments and/or innovations in the effective utiliza- 
tion of faculty • talents and services. 

b. Implementing effectively experioent.s and/or innovations in the 
educational program. ^ ^ ' 

c. Securing evidence regarding the effectiveness of s«pfeh experiments 
and innovations. 

b.155 PROCEDURAL STEPS IN IDENTIFICATION AND APPROVAL OF INNOVATIONS 

a* The faculty member initiating a request for approval of an innovation 
or experiment in the educational, s-tructure should present his proposal 
in writing through the ap^propriate department chaii-man. The pethod 
for introducing innovations' will follow the same general outline as 
as used for presenting proposed curriculum changes and new courses. 
This outline includes: / * 

(1) A preliminary description of the project including expected 
outcomes. 

(2) A preliminary research design. ^ ' 

(3) A preliminary cost/tiroe analysts. 

(4) A preliminary implementation schedule. ♦ 

b. Th€v department chairman and Academic Dean or division cTrairman, in turn, 
review the proposal and submit their recommendati'ons to the' campus dean 
concexmed. . ' ' ' 

c. The campus dean appoints an ad hoc committee on innovations to review the 
proposed Innovation or experiment. The ad hoc committee on innovatlofis 
include/^taembership from th$ campud concerned and, as an ex officio member^ 
the Dean aif* Inst itutlcfnaA Rest5arch and Analysis. College-wide representa- 
tives m^y b^ involved in particular areas on the initiative of the 
committee. The committee should pay particular attention to: 
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(1) Research DeMgg 



d. 



id)/ 



The Dean of Institutional Research and/ Analysis, a member^ of the 
committee, is a valuable source for advice and committee development 
of the proposed research design for experimentation and ^innovation. 

(2) Personnel Needs ^ 

Because of budgetary implications, the supporting documents for 
justification of required personnel and feasibility of obta-ining 
them should- be developed in consultation with the appropriate 
sections of the college staff. 

(3) Alterations/Addition^ to Buildings and Rooms 

When applicable, the appropriate staff mush, be consulted. 

(4) Supplies. Materials, and Equipment Costing 

This^area, as part of the preliminary report, should be reviewed 
and^ where necessary, developed in further -detail in consiil-tation , 
with the appropriate offices. 

Once the ad hoc committee's review is completed, copies of its reconunen- 
dations will be forwarded to the department chairman, division aairman,* 
and the campus dean concerned who will act as a finals review committee. 



e. The action* of the final review committee will be coordinated together 
with* budgetary implications by the campus dean who will present his 
recommendations on the subject to the President. 

f. Favorable action by the President will result ifi implementation of the 
program unless Board action is needed. 



After final approval is obtained,, the campus dean assists the concerned \ 
faculty in the implementation of the program. He will appoint a project \ 
director from the department or division who will supervise the general 
operatipn of the innovation to include the collection of adequate research 
data and the es t'ablishment of appropriate deadlines for the submission 
of progress reports. ^ 

h. Interim and final reports and recommendatijoas will be filed as part of the 
archives of the College., When appropriate, a final report may he pte- ' - 
pared for the Board of Trustees.* , 



6.156 SUMMARY 




a. Any experimental and/or innovation program depends upon the readiness o'f 
the College to encourage and expedite such programs and, on the other hand, 
upon an orderly and responsible reporting and review structure which will 
assure the use of a disc;iplined approach to such innovatiorts.. Such , 
- -^encouragement bv the admi^iistration must be matched by faculty readiness 
to alTcepl trhe-strxccures oi cne research design. Upon completion, riicog- 
nition of the changes^nd' ^pl4.oktj.ons_brought about in the classroom" by 
innovation and experimentation will serve ~as^ f\rrt4iejX-.ejicotjr^ to 
other faculty. At the same time, recognition of such major conTfirbtit-ionfi 
to the 

of research proce 
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College's education program' should assist in making the application 
arch procedures a palft of the development of the profeisslonal • dis- 
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cipline involved. I 

b. Translation of the ideas for experimental and innovative programs into 
classroom imp lenient at ion requires a professional dedication both as to 
means and ends* 

6.16 EXPLORATORY COURSES (Aoproved by the President, May 27, 1975) 
.46.161 GENERAL ^ ■ ' 

* » 

a. Exploratory Courses are those introduced initially on a trial or pilot 
basis. They provide faculty and students an opportunity to experiment 
with ideas and to explore areas of knowledge and new instructional 
techniques of particular interest or benefit to them. Such courses may 
be either departmental (disciplinary) or interdepartmental (inter- 
disciplinary.) and may involve current or special interest topics or 
ways of conducting instruction. These coursed will aim to further an 
atmosphere of excitement, purposeful dialogu4, lively experimentation, 
or rewarding experiments in discovery. They 'will enhance a student's 
understanding of the various methods and concepts useful in acquiring 
and using knowledge and will of/er him the opportunity to relate 
problem solving techniques to personal experience. 

b. To be ehrolle^d in an Exploratory Course (XC)*, sTtudents must have 
appropriate entry^level communication and computational skills;. 

c. Class-size standards applicable to regular college credit ^courses will 
apply also to Exploratory Courses. 

•6.162 GUIDELINES FOR OFFERING EXPLORATORY COURSES / ' • ^ 

a. An interested person will prepare a proposal for an Exploratory Course. 
This person will be referred to as the course initiator or course sponsor. 
" • The proposal should be prepated according to the -regular New Cours^ 
Proposal form (Appendix A, 1.09 Faculty Handbook) . In addition, the 
* , sp6ns6r must follow the guidelines for Exploratory ^ourses on the 

sponsor's "campus. If the proposal's approved, a course, descriptioiO&nd 
supporting materials will be kepton^^file in the campus dean's office for 
information purposes. 

^ f b. A particular Exploratory Course can be offered a maximum of three times 

without go^ng through formal all-college approval processes. It will be 
m examined' at the end of the first term and likewise at the end of "the 

" second term to" determine whether it should be offered again. Each cou;:se 
will be subject to final .exploratory evaTuatipn prior to being submitted 
' / through ,tJie regular curriculum process. If it prov.es viable, it will be 
, formklize^ 'through all-college processes and, when -approved, will be 

' • listed In the catalog as a regular course of^ring. While the course 

is in the college review process it may be offered i^p to a maximum of 
three additional tipi^s, subject to Exploratory Committee evaluation. Any ♦ 
^extension of time should be a^ the discretion of the Exploratory Corifcittee. 
If, in the ^due' process of college course a]f)proval, the proposed course is. 
not approved, then the course will no longer be offeijiad for college credits. 

6.163 EXPLORATORY COMMI?rTEE— COMPOSITION: TERM OF OFFIC^,AND DUTIES 

a. The Exploratory Committee will be appointed by the campus deari after 

consultation wltK.the appropriate faculty governance body .of that campus. ' . 
The Chairman will be s^elected by members of the committee. Th^s committee 
will be responsible fbr recommending rejection or approval of e^ach Explora- 
- Modification 128, July 11,, 1975. '^^ r;: " * . 
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tory Course proposal. The campus dean .is responsible for final action 
on each recommendation, and will advise the Exploratory Committee in 
writing why he does not concur with a particular recommendation. 

» 

b. The Committee shall consist of five full-time faculty ihembers. Except 
for the terms of those first appointed, the term of office shall, be 
three years on a rotating basis. 

c. At time of Committee review of a particular proposal the sponsor, the 
sponsor's department chairman and sponsor's division chairman or 
Academic Dean will serve in a non-voting consult at i'v^ capacity. 

6.164 COURSE APPROVAL AND EVALUATION PROCESSES 

a. When a proposal is sfubmitted to the Committee,^ the course sponsor 
should send an information copy of the proposal to the department 
chairman ,in reflated academic areas on the sponsor's campus as well as 
on other campuses. Abstracts will also be distributed for information 
purposes to designated individuals at all campuses and Central 
Administration.. 

b. ^ Recommendations of the Exploratory Committee will be forwarded to the 
- * campus deaji, who is responsible for authorizing the introduction of 

each course. 

c. The Committee is responsible for evaluating the particular E:;ploratory 
Course according to a prescribed schedule. The Committee may request 
progress reports on a particular course during a semester. 

d. Deadliijes for submission of cours"Q" proposals and for evaluation of 
pilot courses will be specified by the campus dean and published 
each semester. , ^ ^ * . * 

6.165 EVALUATION OF EXPLORATORY PROGRAM • , 

a. ^ Each campus dean of .a campus where there is an Exploratory Program in 
operation will include it on the schedule of Evaluation of Curricula, 
Courses ^d Services. * - * 

^b. The Dean of Coirtnunity Services will evaluate any off -campus Exploratory 
Program for which the dean is responsible, as a part of the established 
evaluation s.chedule for that office. ' • 
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6.17 HONORS PROGRAM 
6* 171 GENERAL 



i 



An Honors Program was instituted at Montgomery College in 1964* 
The program includes a series of course offerings designed to help 
the gifted student achieve his maximum intellectual growth.- 
Several honors courses, representing 'the disciplines within the 
divisions of humaiilties, socJLal sciences, and mathematics-science, 
are offered each sfemester# The program emphasizes different 
approaches to honors work such as independent study, honors 
sections, seminars, and interdisciplinary courses. 



6.172 PARTICIPATION 



a. Participation in the Honors Program is limited to full-time 
students or those part-time students who have completed a 
minimum of 12 *hours of work at the College. Currently 
matriculated students will be eligible for the program 
upon the attainment of a 3.00 sgnestcr grade point average. * 
Students who qualify for honors work will be*eligible for 
the entire academic year^ 

b# The selection of entering freshmen for the Honors Program ^ - 

is based upon high school rank, entrance examination 
scores, and the endorsement of the student's high school 
principal and counselor. ^ , 

c. Early placement students, are not eligible for this program. 

d. A freshman eligibly for honors work is p^ermitted to select 
one course offering each semester; a sophomore may select two. 

6.174 ADMINISTRATION 

Prep/iration of materials^ for the development and promotion of the 
honors program i^s accomplished by selected members of the faculty 
during the summer, the amount qf released time to be allocated 
being dependent upon the depth of the project and the time required 
for its completion. During the academic year, ,the*administratio'n 
, of the honors program is through a* division chairman at TakOma Park 
and the Academic Dean at Rockville (AAC, October 3, 1968) 

6.18 EARLY PLACEMENT PROGRAM ' . ^ ■', 

r 

6.181 GENERAL. INFORMATION ' " . • 

In 1962, Montgomery College and the public high schools of Montgometry 
County jointly established an early placenient program in college work for 
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selected high school students In the sucnmur after completing their Junior 
year and during the senior year. The College re^ftrds the early placement 
program as a supplementing, enriching prograui, anJ not a^ oit^jtwhich com- 
petes with the broad offering of the high school. Since regular college 
credits are awarded for completion of courses in the £orly Placement 
Program, transferability of credits is on the basis of the applicability 
of courses taken at Montgomery College to the program in which a student 
enrolls at the transfer institution.. 

6.182 ELIGIBILITY REQUIREMENTS 

In order to be listed as eligible, a high school student needs to have 
accutnulated at leas t 14 Carnegie units in major ^subjects by the end of 
his junior year. He must rank in the upper quintile of his class and have 
the approval of his high school principal and guidahce counselor. High 
school recoramcndations are based on a knowledge of the student's motiva- 
tions, drive, poise, maturity, and the results of standarizcd tests. 
Stxidents who qualify for this program are expected to pay the same tui- 
tion and fees charged. to regular students. Board of Trustees grants 
are available to a mlnimiMn number of students in the program who can 
substantiate financial need. 
6.19 REVIEW PROGRAM * ' . 



a. DegCTiption' and Enrollment 

(1) The Review Program is offered fit both campuses for those students 
who desire to strengthen their foundation in English, mathematics, 
or reading in order to be able to compete more successfully at. the 
college level. Enrollment is voluntary. Students may enroll in one, 
two, or all three of the non-credit review courses, depending upon 
their individual records and needs.. If a student volunteers for 

all three cout^ses, his review progtam will normally constitute ^ 
more than 'half *of a normal. academic workload, o^ the equivalent | 
of 13 semester hours. . j 

' \ • : ' 

(2) Depending upon the, ability and effort of individual students, and ,' 
the number of revie\^ courses take^n, the student may catry addi- 
tional (credit)' courses up to a normal full-time program of i 
studies (15-16 equivalent credit hours). It is anticipated, how- 
ever, that th^e average June high school graduate will voluntarily 
complete his selected "review" program during the summe^session. 
Grades for review work will be (m a pass or fail basis, but a * . 
p.assing grade is not required to proceed. to the next sequential 

V credit course. in the same subject. Review courses, being on a 
voluntary basis, may be repeated as ofteOi^ts desired. 

(3) Students may. participate in the review program on either a part- 
time basis or as part of a full-time tuition. 
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b. Admlrintratlon of the Prograro (AAC, 10/3/68) 

(1) The basic orgnnizational structure of the College is employed 

in administer Inn this program. Campus deans are responsible for 
the program on their respective campuses; they designate a 
division chairman as the campus coordinator'. 

(2) Department chairmen on each campus will be responsible for the ^ , 
conduct of their respective courses, coordinating with their 
counterparts at the' other campus. 

(3) Associate deans of students will be responsible for the reading 
program on their respective campuses. 

(4) The Dean of Student Affairs is responsible for designing thg 
type of research which is conducted to assist in the continuing 
evaluation of the overall review program. 

6.21 CREDIT JPi' EXAMINATION 

6.210 COHCEPT (Approved by the President, May 22, 1972) ♦ • ' , 

a^' The objective of credit by examinatioi\ is to provide an opportunity 
for students with the required .knowledge of a subject to obtain formal 
credit for their level of understanding without the requirement of 

class attendance or other formal process normal for the course. 

> 

b. Montgomery College may, at the discretion of the departments concerned, 
offer appropriate examinations to formally admitted s^tudents for 
desigiiated courses which, if passed successfully, will* enable t;hem 

to earn credit for the course as if they had enrolled in the course, 
attended class, and completed the course satisfactorily in the normal 
manner, 

c. Procedures for implementing and administering this concept will be 
developed by the Faculty Senate in coordination with the College 
President and will have his approval prior to adoption. 

6.211 FEES (Board of Trustees, June 17, 1974) 

Students who take a special examination for course credit in lieu of class 
attendance will be charged a special fee to cover th^ additional adminis- 
^ trative expense involved. The fee structure is set as follows: 

a. . $5.00 per credit hour for Montgomery County students 

b. $10.00 per credit Kour for out-of-County but in-State stddents 

c. $15.00 per credit hour for out^of-State students 

6.212 BASIC GUIDELINES (Approved by President, May 22, ^972; Modified by the 

President, June 14, 1974) 

a. Basic guidelines for implementing the above cpncept on credit by exam- 
ination are contained in Academic Regulations .9.217, 9.218, and 9.401 
which are'^^quoted or extracted in subparagraphs, b, c, and d below for 
ready reference. ^ ^ 
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^ b. In departments offering credit by examination, students may receive 
credit ondor this regulation for college credit courses succesjsfully 
challenged. Departments may elect one of two grading options: 

(1) The grade of '*P" will be used to indicate the student has* passed 
the examination with a "C" or better. This grade will not be 
figured into a cumulative point average; 

(2) The grades of W", "B", or *'C" may be earned. These grades wxll 
be figured 'into the cumulative point average. 

c. The maximum credit earned by a combination of examination and transfer V 
from another institution cannot exceed one-half of the required hours . 
in the curriculum. 

d. The grade of "F*, meaning "pass by examination with a grade of "C" or 
better", may be used by departments for courses in which credit by 
examination is given. It is not included in. determining cumulative 
averages. ^ 

6.213 GRADING OPTIONS (Approved by President, May 22, 1972) 

a. Pass Option ^ 

This option allows a student to take an examination for credit and 
if successful to receive a "P". If the student is unsuccessful, no 
notation is made on his permanent academic record. The student is 
not allowed to take the examination again but is counseled and 
advised to register and take the course in the usual manner. A- 
separate record of the unsuccessful attempt, for internal control 
purposes only, is kept by the department, involved and the Campus 
Registrar/Director of Admissions and Records. No quality points are 
noted for the "P*. The "P" Is, thus, not figured in the cumulative 
point average. 

hi A, B, Option 

This option allows a student to challenge a course by an examination 
and, if successful, to earn an "A", "B", or "C" grade, If the challenge 
is unsuccessful, no record of the attempt is noted on the student's^ 
permanent academic record. The department involved and the Campus 
Registrar/Director of Admissions and Records keep a separate record of 
the unsuccessful attempt Cor internal control purposes only. The depart- 
ment advises and counsels the student to enroll and take the course in 
question in the usual manner. If successful in the challenge examina- 
tion, the student earns an "A", "B"\ or "C" grade and the quality points 
ascribed to these grades are counted in the student's cumulative point 
average. > 

6.214 RECORDING GRADES EARNED 

a^ Permanent jfcademic Record ' ' * ^ - 

Any successful attempt, whether the grade awarded be "P", "A", "B", or 
"C'\ will be entered on the student's permanent academic record and will 
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bear a notation '^credit earned by examination." 

b. Transcripts (Approved by the President, June lA, 1974) 

There should.bo no notation on transcripts that credit is'by examina- 
tion. If a departmental examination is given, the grade that was 
earned should be indicated after the course title. If a standardized 
examination is taken, ^the appropriate earned score should be indicated. 
Further, these changes should be retroactive and apply to all Credit 
by Examinations previously given at the College. 

6.215 ELIGIBILITY AND TIMING (Approved by the President, May 22, 1972; Modified 

by the President, March 6, 1974) 

*. 

Only those students who have been formally admitted to the College are 
authorised to offer examination test scores for credit as a substitute 
for earning .credit for a course by normal attendance and participation 
in class. Departmental examinations can be given at any time during the 
school year; the date of the examinations should be established by the 
department chairperson in cooAination with the' faculty member giving 
the examination. CLEP and other educational testing servite examinations 
are scheduled by testing centers at appropriate times during the year. 

"A 

6.216 RESPONSIBILITIES (Approved by Ithe President, May 22, 1972; Modified by the 

President, March 6, 1974) 

a. All changes or additions to these procedures require the^approval of 
the President. 

b. The Faculty Senate will report as necessary on. the credit by examination 
policy and procedures and develop any needed recommendations pertaining 
to this academic aspect of the College. 

• 

c. When the schedule for the following academic semester or summer session 
is prepared, each academic department of the 'College will notify by a 
memo the respective administrator, t;he Academic Dean on the Rockville 
Campus and the Divison Chairmen-^ the Takoma Park Campus, concerning 
courses for which examinations can" be taken for credit. A copy of 
this memorandum will also be sent to the respective Registrar or 

^ Director of Admissions Attd Records. . ^ 

d. * The Campus Registrar/Director of Admissions and Records will prepare a 

cumulative listing of courses for which credit by examination is possible 
and be responsible for its insertion In the class schedule. These lists 
will be posted throughout the respective campus, and a copy of these 
lists will be sent to the Director of Public Information. 

e. In conjunction with, the Director of Public Information, the_ Campus 
Registrar/Director of Admissions and Records will prepare, at appropriate 
intervals, a brochure listing all credit by Examination possibilities 
offered by the College. 

f. The Director of Public Information will be responsible for' publicizing 
the credit by examination program. He will assure that the College catalog 
notes the credit by examination policy and refers the student to 
appropriate reference documents for further information. 
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\\. I)c|/«ir tnii til Chjiua* n arV rcS] ors j d J c for;lhc administration of the" 

pro^rnm wHliin ilicir dcparUncnts. * 

h. Departments concerned should have availably for the student la syllabus 
or n set of objective*; of each course in question. The type and extent 

r of Other materials available to the student are left, to the discretion 
of th4 department . involved and,*will be determined i\\ great part by the 
nature of the course being challenged. Thes^^naterials should be made' 
available by the pertinent djepartment for student perusal before -lie 
makes the final decision to Spply for an examination for credit. 

i. Wlicn the schedule for the following academic semester O'r summer tqrm 
is prepared, each academic; department of the College should notify by 
a memorandum, the respective administrator, the Academic Dean on* the 
Rockville Campus and the Division Chairmen on the Takona Park Campus, 
concerning courses for which examinations can be taken for credit. A 
copy of this memorandum should also be sent to the respective Registrar 
or Director o'f Admissions and Records. 

j. Each department offering credit by examination will establish prerequi- 
* sites for student challenge of a course based on the* nature of the 

' course. This information should be readily available to the student in. 
the department concerned. These prerequisites sho"uJ.d^ave considerable 
flexibility. They should indicate to the the student some basife for 
determining his or her potential for a successful challenge. 

k. The Data Systems Center will inaintain a record of passiing grades in the 
student's grade history file. (Sec paragraph 6.217 f.) 

6.217 SEQUENTIAL PROCESSING (Approved by the President, May 22, 1972)' ^ 

7 * 

a. After consirlting the class schedules or the brochure on cr.edit by 

^ examination, any student desiring to obtain course credit by special 
examination will contact the department concerned to ascertain whether 
an examination is being offered for the course in which he has an 
interest. If the reply is favorable, the student will: 

(1) Obtain the name of the instructor to be contacted. 

* 

(2) Proceed.*to the Office of the Campus Registrar/Director of 
Admissions and Records and obtain a copy of MC Form 6.216, 

^ Application for Credit by Examination. 

b. After filling out "the first two lines of the form, 'the student takes ' 
the form to the cognizant instructor and Department Chairman who indicate 
th'clr approval or disapproval of the application and sign their names in 
the appropriate place. If approved by the instructor, he will enter on 

* the **Remarks" 14ne the time,* date, and place of th« examinatipn; If dis- 
approved by the. instructor, the reason therefor wjll be entered under 
''Remarks". If disapproved by tho .Department Chairman, an appropriate 
notation will be made unders '^Remark?" and the chairman will distribute 
the five copies of the form as noted thereon. 

c. If the form is approved by the Department Chairman, the student then 
takes the signed ^form to the Campus Cashier, presents a current validated 
I.D. card as evidence^ that he is currently adinitl.ed to the College, pays 
the required fee, an^ has the form certified that the fee hag been paid.- 

/. - ^ * ' ^ . 
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5 he cashier k^eps his copy of the form for .record,>nd forwards the 
ther four copies to tt^ naQnizant instructor. 



d> At the time and place specified, the instructor gives the examination, 
dfter which. he evaluates the sfudent^^B performance, records the grades 
on .ail four copies of the formi -signs the form; and delivers all' 
copies in person to the Campus Regis'tr'ar/Director of Admissions and ^* 
. Records.. " \> c 

' e. Th0 Registrar/Director of Admissions and Records signs the form; 

.'.records ^the grade Of "A",;^B'^ "C",'or on the student's permanent 
record; and forwards a .copy.^of the form tp;. the student, instructor, 
Data /Systems^lJenter, "land studj^S^'s file. If the student has been 
unfeccesAu^, a <ropy of the form will be retained as an, informal record 
in tKe student"' s academic file. ^ ' 



♦ 
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M0NTG0I4ERY COLLEGE 



APPLICATION FOR CREDIT BY EXAMINATION 



INSTRUCTIONS: Student fills out firs.t two lines only. Reasons for disapproval will be 
placed under Remarks. InsthJCtor notes undor "Remarks" proposed time, 
date, and place of examination. USE BALL POINT PEN 



STUDENT SOCIAL SECURITY. NO. 
l' i III L L L 


STUDEfiT NAft \' ■ 


cATALOfi NUtoER 


COURSE TITLE- ' . , • ...... ^- ^ 

^ — - — ^ 





INSTRUCTOR'S APPROVAL 


DATE 


■ DEPARTMENT CHAIRiMfiN'S APPROVAL , ! , -oATEh • 

1 — ■ . '-^^^ — • 




i 




REMARKS: 






- ' . ■ • .,•>.- 


' ^ • . • ■ ' 



tf^Wm (FEE PAID) 



CASH RECEIPT NO. 



SYuDfeNT'S SI(*JUftE — ' 
(SIGN IH .PRESENCE OF * , 
INSTW(CTOR) 



!NSTkUCTOR'§ SieNATURE [.mbl 

0- 



SIJSNATURE .OF REGISTRAR/ 
DIRECTOR OF ADMISSIONS 
AND RECORDS' 



i 



Distribution: Hhite copy, Ca«hier{ . Canary, "Sfvrdcnt; Pink, instructed; 

s, . ■ Gold, Student's File". . • • : • 

MC FORM 6.216(7/10/74) ' ^ •* - ' . 



J 



(Reverse side is blank.). 
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f • The. Data Sytteoii Center kcyptinchec ptttsitig ^adat on the^ form and ' ^ 
entera the grade of /T, B, C, or ? on the student * s, g^adc history^ ' • 
.file as a "credit by examination." . ' '^^^^ ^ 

* • • ' 

6.24 PROCatAMS yiHANCED THROUGH GRANTS ' 

v'/' .... 
For guidelines pertaining to d\e impleinentatlon,* reduction, or cessation 
of progratns financed through Federal, State, and pr^fvate agency 'gfantg 
or notching funds, see par^^iraphs 7. ,27 and 7^28.* 

6.25 CLASS FIELD TRIPS (Approved by AAC 8/15/68) 

6.251 .GEWRAL ^ ' . * • \ ' ' 

m 

a. Field tr}.ps which are related to classroom instruction are encouraged. 
\ * However, they, should be used only when *the^ activity will provide a 

more enriching experience y thai! the notmal classroom situation. It- Is 
•important to remember ^ that they must be plaimed to Tuinlmlze inter- 
ference with other scheduled class activities ^^nd, subject to other 
overriding considerations, to use the most economical mode of 
tra^(^ortation. ' , 

b. The types of transportation \^ich may be used for field trips 
are as follows: 

* , , * ' 

(1) County school buses, t\\e preferred iileans of transportation 
for field trips." ' ' ' '. ' \ 

% 

(2) Commercial buses, used when county school buses are npt 
]\ avail:aJbl.e.A 

: - (3)/ Private autoniobiLes, used only in special circumstances 

• ^ that preclude the use^ of county school buses or commercial 

biisfes. ^ ' ' ' f 

Injuries sustained by students and faculty nre covered , by the 
. ^* * automobile liability insurance policy held by the pwner of the . 

. . s ^ius or automobile and/or by their own student 'accident insurance 
\* • • po-licy* , . * 

d. Normally, the cost of field trips involving fewer th^n 25 students 
• is borne by the participants. Field trips which are of no more • 
' *' than one-da^s duration, and which include 25 or more.. students may 

be funded from the campus travel-in account for classes which are 
. regular ^redit offerings, if budgeted funds are available, or from 
^n appropriate oommunity services account at the discretion of the.' ^ 
DcJaii of Community Services fot classes which are non-credit offerings. 
Commercial bus companies should be required to spbmit a Statement of 
>^ insurance coverage ptior to making any contract tor field trtns. 

• . . ■ • ■ / 
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6.253 PROCEDURES 

The following procedures should be followed when a field trip is desired: 

a* . A request stating the day and time for which the trip is planned, the 
cost and method of funding the trip, if applicable, the method of 
transportation, the number of students involved; nnd the' name of the 
instructor to accoro^Jany the trip should normally be submitted by the 
inst^tuctor concerned to the Division Chairraan/Acaclcmic Dean at lea^t 
^ I , three wefeks before the trip. The request is to bo submitted on , 

. jMC Form* 6.25 if bus transportation is to be used; if private trans^ 
^ / * ^ portatioft is to^be used, the request is to be submitted on MC Form 

b. The Division Chairman/Academic Dean will obtain the approval of the 
' .* c«ogijizant campus djean, after which the instructor will provide each 

. student takiiig- the trip with a memorandum which the student can show ^ 
* ; , to other faculty who.se classes will be affected by the field trip, 

\ this, ti<itificat^.on implies that the student's absence is* excused and 

that, ^tfiereiEdr^i' he has the privilege of making up the work missed. 
^It is unnecessary* and wasteful to circularize dvery member of the ^faculty. 

* * ' * .* ' . • ' 

'* *c. County s-chool bupes'.are available to the College for field trips ' - ' 
*. , scheduled between the hours of*9:00 a,m. to 2:00 p.m. .During these 
. , ' hours, 'their use is encouraged; otherwise arrangements .for commercial 
bulares'.irfiourd be di^de ,t;hrough the Director, of. Frocftirement. • To obtain 
J a school bus, MCP^ form 215-1 must be completed and received by th^ 

. • MCPiS ijiyision of Tta'nsp&rt'a^ion at leasr 7 davs and by the College ^ * 

;)ii'ecto'r' (>f -'"^roctireroftat at least 10 days' in advance of ^the trip. 
' * ^;he change for these buses is by the hour. Cancellations , which 

muSt bd repe'ived by' the Division of Transportation at least 24 
T hours in advag^^'e of .-.the ^pheduled trip, 'should be made through 

the Direct.orr"of P'roMrentent.. ' 
•" * . * '•''^* . .* " ' 

d, ' If Special, circumstances arise, pi^ivate vehicles may be used. Irt duch 
cases ,: 'the. 'faculty ^s^iemh^r in charge of the fiel'd trip will infom the 

; •drtyeri: of the private "yefi-icles thac*the primary .liability in the 

event of^^'ayi accident will rest .with <he driver and the owner of the • 
vehicle,* Although authorized,' the. us^ of private vehicles is not 
encodraged^.**:/ Revised '"by 2/1JB/72) \ 

• • t . . • , * 

e. In .'th$ .ey.eht of an accident., whether in a private vehicle,^ school bus, 
or* in non.**v^ieul^r .circiimst;ances , the accompanying faculty member 
wUl render a'^Seba^ft^d] t>epprt of the circumstances, for 'insurance 
pufcpQtes^ .^t;© the 'Director of' rntemal Mantgeijient with copies to be 
campus t^ts*0' ^n.d-the division Chairman/Academic Dean. 

•/ • •' >; ' > ' ' . ' 

6.255 SUCGESTJCNS. F.QU;^ONDUCTING"-hElD TRtPS ^ 

.'X. * 

a. "PUri *trtp^ to avojiir fconCHct with other scheduled claises. If conflict 
' r does r^iiult..,. the sponsoV should use th^ proper method of notification . 

t * ♦to othet fa'cutty m.6mbers. *(See proce^ire in paragraph &*.253b.)lh this 
. regard ,'''jth« suggestion .jtO>sub(>aragraph 6.. 253c above pertaining to 
•^'^hopl buse^^'fihouj-d .no^t fee construed as a requirement to schedule 
^ ' ■ field l^rtps duii^^xk(e hourl that these buses are availably. ^ It ii • 

tn&jre importa^L to hav'<i#-5,tudents miss fewer classes than' to utilize 
* _^^hobl /busea. ^ ' * * . 

' ' • " ' ; * . >f O 

E^Cdtf icieioO; 124^ ^ '* 
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\ 

b. Plan field trips to include adeqtiate iiistructioi) and orientation 
before the trip as well aa instruction and discussion following the 
trip. In general, a field trip should be an integral part of course 
planning. This does not preclude spontaneity wheiiever a propitious ^ 
occaiion, arises which is related to the Subject matter of a particular 
course. , - , ' 

c. A field trip should involve all or substantially all students in a 
.."^ section* or course. Exceptions tnay be loade by the sponsor. 

, A. 'field trip should normally take place during the School week, 

^ ' * 'ile. , JJonday through Friday. f 

6.30 ACADKMtC FREEIM^ * - . 

^ The AiUJF Statement of Principles on Academic Freedom (AAUP Bulletin, Vol. 
46, Hoi 4» Winter, 1960) was ^dopt^d by the Board of Education and endorsad 
by the College Policies Committee, Montgomery College, in spring of 1962. 
Basically this statement reads as- follows: - 

a. Xhe instructor is entitled tp full freedom in researcTTiTnd in the pub-^ 
. . lication of the results,* subject to the adequate performance of his 

othisr academic duties; but research for pecuniary returtC shoul/d be 
based upon an understanding with the authorities of the institution. 
• ' ' ' - * • 

b. *The Instructor is entitled to freedom in the classrooms in discuissing 
his subject, but he should be careful ;nrft to introduce into his teach- 
ing contr^ersial mattuer which has no relation to his subjects Limits 

•tions of academic freedom because of, religious or other aims &£ the 
institution should be cleatly stated in writing at the time of 
appointment. 

S. The college or university instructor Is. a citizen, a member of a 
learned professidn, and an officer of an educational institution* 
When he speaks or writes as a citizen, he should be ifree from insti- 
tutional censorship or discipline, but his special position in the 
community imposes special obligations. As a man of learning and an 
educational officer, he should remember that the public may Judg^ 
^is profession and his institution by his utterances* Hence, he 
should at all times ^e accurate, should* exercise appropriate restraint 
should show respectifor the opinion of othejrs and should make every 
effort to indicate thAt he is not an institutional spokesman. 



/ 
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SALE. OF PISSERTATKfflS; THESES AND TERM PAPERS (Adopted from Article 77A, 
Section 70, Anttnotated Code .of Maryland . Approved by the Governor, May 26, 
.1972) • : 




J 



/ 



a:. No person, firm, asspciation or carpp^ation^'.shall sell or offer fdr 
. sal^ to any person assi/tance in the' prepatation, research, or writing 
dt a dissertation, thesis, ^ term' paper,, essay, report or other written 
.assignment for »ubmis«ion to an educational institution in fulfillment 
. of the requirements for a degree, dijiloma, certificate rfr course of 
^ study. . \, 

Nothing contained in -this section shall prevent^ , . 

(IX An Educational institution, or any member of its faculty or 
staff, from Offering courses, instruction, counseling or 
tutoring in research or writing as part ,of a^kjutriculum or 
other program authori-Jted^by an educational institution. 

' * •* 

(2) Tutorial assistance rendered by other persons wh'ich does not 
include the preparation, research or writing of a dissertation, 
theses, teftn paper, essay repqrt or other written ^assigiBnent 
intended for" submission to an educational institution in ful^ 
^IHment^X?^ requirements for a degree, diploma, certificate 
or course of •tAxdyT'or-— ✓ ' 

(3> Any person from rendexfing services for a fee which is limited ^ 
to the typing*, t|^an8c.ription or reproduction of a* manuscript. 



1^; 
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6.40 COMMUNITY SERVICES PROGRAM 
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6.401 POLICY (Approved by Board of Trustees, September 20, t966) 

'A ' ' 

a. In order to facilitate and to promote the developgient of a wide variety 
of continuing education an<J coinmunity service functions , ''the Co]Llege^ 
President is authorized to establish a continuing revolving account 
for the receipt and e:fependiture of .fees, specia^l chafgfes, grants and 
other non-county types of revenue. ' . ^ • 

* , ^ ' > * 

b. The College President is authorized to take appropriate attion to 

^ ' initiate such 'continuing education and coiranunily service functions as 

\^1 ^Qreasingly fulfill the purpose of the Colljege within the frame- 
work of the appropriate administrative and decision-making processes 
of the College* / , ^ * - 

# 

6.402 GENERAL (PAC,- NoVepiber 25, 1970) 

a. the Community Services Program is one of the major programs of Mont- « 
^ gon\ery College. The College presents a variety of non-degree , adult 
programs, services, and s^Jecial events both on and off campus, -often 
undertaken in cooperation with other community groups or agencies, which 
arc directed toward serving personal or community educational needs not 
met by formal credit^ collegiate degree, or certificate programs. The 
following" p^gj^fam- definitions apply: 

CREDIT CbU^SJES are 'those courses found in the*" college catalog which 
have been officially approved and which ^a^^an element of degree and 
r^rtificat^ programs. Credit courses aire nqrmally planned and *ad- 
ministered.b^ cgmpus personnel,^ althougn the Community Services Office 
* representatives may participate in init*l^i*meetings and organized 
planning sessipiis for, such courses. ' ^ ' p-^ 

(2) NON-CREDIT COURSES Are those courses of f ered' by t^e College whifch 
are not withfn the framework o£ the A. A. degree or certl^ficate*^ 
program of dredit cj.asses. Either a campus or the Community 
Services Office may conduct non-credit courses. (See also para- 
graph '6.134) ... , . ^ 

, (3) OFF-CAMPUS EDUCATIONAL CENTERS are facilities established by^ ' 

governmental agencies, or business enterprises* Credit courses at 
•such centers will be administered by the< campus ^taff; when both 
campuses are involved, coordination and administration may be 
assigned the Community Services Office. Noji-credit/coursres may* 
^ 'be implemented by eit;her campus or by-the Community ^Services Office. 

. (4) COMMUNITY EDUCATION PROGRAMS ^re those in which the coHrefte— 

preferably in conjunction with an interest group sponsors open 
j 0 classes or activities for the public^ All such no;i-cre<4it 

, ^ continuing education offerings for all age groups afe normally ^ 
. self-suppor£ing and will usually utilize college Tacil^ities. 
However, off-campus sites may 6e established anywhejre in the 
college setvice area. In most cases these centers ^ill not 
* involve^ extra costs as they VilT utilize space and equipment 

made available through business, industry, gqvetnment, professional, 
and cQmmunity groups ot agencies: 

Modification- 123', Januai?y 10, 1975^ • - 
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,C5) COMKUNITY CONTRACT •P.ROGRAMS are non-credit continuing 

y education offerings for all ages vhlch may ^e held on or 
. ^ off-campus and are arranged for a stipulated 4:harge to 
provide for the specif Ic heeds of business, Indus.try, 
labor, go\nernmenrtal agencies, and private groups. 

' (6). cbwnmiTY services coordinators are staff assistants fo 

the Director of Community Seprices and provide coordination 
and follow-through for -non-credit courses, programs, actlvr 
^ ities, services, -and special events suggested by the college 
or community representatives. ^ 

(2) • COMMUNITY SERVICES CAMPUS COORDINATORS are professional 
' * • . • persoimel' identified by the Campus Deans. They provide 
liaison 'between the campus and die central Community 
^ Services Of f ice; ^ncourage a variety of campus-based 

community activities; and will, .in cooperation with other 
y " ' /. . campus departmentfit and offices, provldje operational support 
^ for community> service programs held on and off campus. 

b* The above activities have been grouped into three major categories 
for the'|)urpo8e of facilitating their admlnlstrai;lon: • ^| 

(1) Educational Programs 

Short-term, non— Credit courses for career and personal 
'iii||i^Vement, held both day and evening,, on and off campus. • 

^Conferences, seminars, workshops, and forums on community 
issues. 



Leadership training for effective social 3c 



Lecture and film series > and art, cr^^, and photography 
exhibits _ 



t/on. 



. ^ ^heater, dance, choral, and orchestra performances,' toursy- 

* • and visits. 

% • • * ' ^ 

Development of health and recreational sHIlls. 

> 

n * ' (2) Educational Sertrvices ' * 

m f — : ^ ^ * 

■* Coordination of 6ff-campus educational centers. 

^ Coonunlty information arid raferral. - . ^ 

' " ' •.'^ Use of college facilities" W materials*. 

Prpgtam planning assistance for community groups, iiources 
volunteer help, and speakers' bureau. 

' ' ,^ ^ * V College consultant help in conducting ^ommunl^y studies, 
polls, Surveys. » 
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Help for the specialised needs of senior citizens, disadvantaged 
youth, voa^n, and other groups* , ^ 

Coordination and clearinghouse services through a community 
activity master calendar, newsletters, and meetings. 

/ . (3) Regular Credit Courses ^ 

- 

* Courses from the approved curriculum, taught as a community 
^service effort, may be arranged by Coninunity Services Campus 

Coordinators through appropriate department chairmen and other 
campus representatives. Credit course arrangements are a respons* 
ibility of a campus, not the Cooaunity Services Office. 

• ^ ^ ■ * /' • 
A. The term "rion-credit" cojirse as employed in the Community Services .Pro- ^ 

gram is defined as a course offered by the College which Is not within 
the framework of thje A. A. degree or a certificate program. (See para- 
graph 6*134.) • " - 

6.403 FINANCIAL SUPPORT (PAC," November 24, 1970) • . : 

a. Non-credit offerings (See also paragraph 6.134.) shall be" sfelf-suppor- 
ting-eiccept for a revolving contingency fund approved by the Board of 
Trustees in September J.96'6 and, ordinarily, a no-rcharge provision for 
the normal use^of facilities, utilities, and necessary custodial Qervices. * 
Some non-^credit courses can be pro-rated for regular state aid and/or 

* • federal or private grants. ^ . 

b. In order to establish a uniform set of standards for reporting non- 
credit courses for state aid, the following minimum criteria must be 

♦ . ' met: 

(1) The course mu^t meet all the State Board for Community Colleges * * 
standards, one*bf which states: ^ * . ^ ^ 1.. 

" , • ' ' y * 

"Courses : An organization of subject matter and. related 
, * learning experiences developed with appropriate' degrees pf " 

difficulty and sophistication and presented in s.equential . , 
- — ^^.1 - -order Jot^the purpose of instrticting students on a regular 

''T" or sySt-«naticIIa5is",_;^2suall7-for~^. predeti^^^ of ' 

time." s — ^""rT^^'T"'^ 

j "Non-credit developmental and continuing education couj:6ea. 
\ which are integral parts In the college program, should b6 
' • included." / ^ 

(2) The /course must be sponsored by a retoghized element of Me _ 
College with course content approved by an appropr4Ate^^a6nber 

* ' of the' College!. 

(3) A class list must be- prepared and officially filed^ \ ^ 

' ^ (4) The course, conference, or workshop must be schedi/led for a 

minimum of eight hours. 



^'0 

(S) Registration ^nd pajrment of fee (if one is charged), must be for 
the full course, * ' ^ < ' ^ 

^ 'Modification 112, Jan^iary 18.^7^74 ^ / 
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6.404 OPERATING PROCEDURES ' . 

a. The 'Dean oi'Community Servicds is directly irr charge of the * • ' 
Community Services Program. ' In carrying out its responsibilities, 
especially in relation to accou.nting, purchasing, personnel, and the 
coordination af publications and promotion, the ^ollege Community " 
.Services office operates iti conformity with the established college 
policies , • prccedares.; and practiced. ' ' , ' • , 

• ' . ' , " ' ^ * ' . t \ * 

b. Non-credit program* may' l5c offered at both campuses during thte day. 
and evening or may .liitrd it off-caftpua- locations. Scheduling need 
not^ adhere to any traditional starting time or room assignments* 
Registration .And record keeping need not' conform to present- systems 
but may he simplified to meet the 'special conditions of non-degree 
programs. Admlsalqn Is replaced by a reglsferatlo;! proci^ss only. 
Since the non-credit program is essentially self-support Ing, there is 
no additional' ncm-resldent tuition charge'* A registration fee will be 
assessed only when a refund of the individual student fee (par.6.AP7b 

^ • (2) l8 requested and grtnted bcfore^the second meeting of claas., The 
registration fee for this purpose will be determined perlodicklly by 
the Deah of Community -Services. " ■ ► 

c. Seirvlce to the community 1« the. rpsponslbiltty of the total college 
and^rtot just' the Community ^SerVlceS Office^ Accordingly, ;jconinunlty " 
service^ m'ay be/brgaftlzed on the campus and not Involve the Comnunlty 

, Services Office; "sucR servllie may be organized.by the Community Services 
Offrl^^ and not Involve the campju8;^or It-may^e a coopei:atlye effort 
"between, the campus and the CommCinlty Service* Office, with either " 
tltklng ,the leadership and t4\e other providing, support is Conmuni^y- 
groups may likewise be Involved In any of the above artarigcrfents in 
. a leadership, co-sponsor, or, support role. * ' . 

Further details of operating, procedures aWfound in the Community Services 
Guide; a manual maintained by the Dean of X!oAnity Services and approved 
by the Pre'sid.ent. Prop^osed changes^'in the Community Services .Guide shaiy 

• be reviewed^by the President's Policy Advisory Council, and^approved by the 
President^ prior to implementation. Proposed, chanjge.s shaU be coordinated 
feitfrChe appropriate ^dministrk'tlve --cf f ices and either groups prior to / 
being coasidered by'TRe 'C^uncitT-CPAeV-NovemhaiL^^^9 " 

6.405 COMMUNITY SERVICES ADVISORY COMMITTEE (Board of Trustees , May 18 1^70) 
a. General ^ ' . 

• Since It Is appropriate for .the College formall)^ and regularly to seek 
/the advice and counsel of husiness, ifovertvttent ^ professional/ service 

"~ And soc|al action groups and individuals » the Board. of Trustees has 
aXithorizeO the estabHs^ent of a Cpwnunltjr Services Advisory Coranlttee. 
The composition anS iRinctlcrna of the cotolttee are Indleated in /subsequent 
p'aragTaphs# " * ."^ ^ ' 

Modi'ficatidfn 112,. Jantiiary 18, 1974 ? *l - " - • 
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b. Comml 1 1 ee ' Organ 1 za t ion 



(I) the Coamittee will Include both campus and conmunlty represent- 
atives: 

(a) Each Campus - The campus de^an, or his representative (2) 
A faculty r^resentatlve from each campus 
assembly (2) 

A student representative from each student 
senate (2) . 

(b) The College -The Dean of Coowunlty Services, - to seyve" j 
as secretary of the Coamittee (1) 
A faculty representative from tiie College 
Faculty Senate (1) 
Bx Officio: « College President (1) 

, Dean of Education (1) | 

(c) The Commuivity - Representatives of business, government, 

serylce and volunteer groups, other educational 
Institutions and agencies; Qhurches % special 

' Interest groups (retired, disadjJ4ntaged, etc.) 

, (12) ^ . ' ' 

v(2) "the total membership of the cqjiimlttee will not extend beyond- 24 
^ ^ . ' and that membership wqtuld generally be for two years, beginning 
/ / ^ pn July 1, though some tnembers may be reappointed to provide 

^ ' " ^continuity. ^ ^ • . 

c. Committee Responsibilities - - ^ - ^ , • 

The major responsibility of the Adv^^ry Committee will be to advise the 
, ' ' gollege, the President, and the Board of Trustees, through the Director 

of Community Services, of: 

(r). Community needs. Interests, and resources that could be serviced 
by Community Services, programs. 



(2) Appropriate program and activity response^. 

(3) « Available material and human resources on campus and in the 

community. ^ , ^ 

# 

X^y ^.Erpgram effectiveness as determined by follovj-up evaluation. 
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Pinal program commitments will remain a college responsibility and reflect 
established procedures and board policy/^ ^ : , . 

/V. 

d. Committee Selection and Appointment . y ^> ' • 

' — ' — ^ ' ^"~"/ ^ ' ! ' / / 

(1) Committee t^embers will be appointed by th^e, Board of Trustees and 

are recommended by the President for their knowledge of the total , 
conmunlty; relation to a particular group, organization ot problem 
within the community; 'demonstrated competence in a subject, , * 

-problem o^^jmfareer area; Acknowledged res^pect by others in the 
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community; and an obvious concern arid commitment for 
^ ' the general imptovement of both College and community. 

pi) Campus members will be identified by the appropriate campus 
' office or group while community members will be recommended 
by the Dean of Community Servtcea to the President. Names 
of community representatives may be submitted to the Dean 
by all college personnel and members of the Board of Trustees. 

e. Committee Operation 

(1) Meetings will be held at least every two months or more 
frequently as required. The Dean of Community Services 
will serve as secretary, and a chairman/will be selected by 
the /group from the commtinity members. /The Advisory Committee 
^^jSfixf form subcommittees for special study and reporting. 
/ 

X2) The ex officio members will receive all minutes and are invited 
to attend meetings. Minutes will be distributed to the Board 
of Trustees. Other college personnel may ask to receive minutes 
and will be added to the mailing list» All meetings will be 
anndunced in advance and are open to the College and the 
community. ' ' 



Committee Recognition ' / 

College appr^lation for the efforts of the Community Services 
Advisory Committee is expressed through the President by personal^ 
letter, official resolution or certificate, annual dinner, listing 
of committee members in college public^^tions, involvement of mem-* 
bers, public announcements in^the mass media, etc* 



6^406 ^ COLLEGE EXTENSION OFFERINGS r ^ ' ; ^ 

' i., •• Policy \ 

(i) College credit extensto^n programs m^ty be offered on request 
_ to ,,the President of "the College, ox his designated represent- 
^ / Ative, at off-campals locations throughout the cotinty, under 

. ' , the. Supervision and' authority of appropriate college personnel 

who .will m^JLntalti the academlx: standards of the College. 



. " . Flexible starting, and ending dates should be maintained when 

I s/ " possible to z^eet business, indusxry and government needs as 
they rise.' 

i (3) *Inst|:uctlonal' costs, :^ased. on. the^ current approved extension- . 
- . of f erings **sal:ftry rfite plus the cost of required in&trucdional , 

' ^ supplies and a .15% administrative-and-records cost will be 

• r " , chargi^d the contracting agency in lieu ot individual student 

•/ ^ . ■ tuition. (Adopted by ^oard 6^ Trustees, Hay 20^ 4968)^., 

/ - . " - /■ 

' b.y General , , \ . t> 

♦ ' . ' »> 

On request, Montgomery College offers credit and non-credit exten- 
• slon courses and progran^s In Montgomery County, ll^lexlble staiftln/' 

' ' and ending dates ^re employed to the extent posjiible to tneet - 

Modification 89, March 10,' 1972 / 190 /^^^ S \ * 
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business, Industry, and government needs *s they arise. Howeyer, 
an attempt Is made to register of^-campus credit courses during the 
regular college /enrollment periods. 



Standards 



/ 



/ Departments are responsible for course standards in extension 

programs and, In cooperation with the appropriate* campus dean and 
the Dean of Coitmunlty Services generally follow on-campus evaluation 
, and supervision procedures. The Dean of Community Services acts as 

I liaison between the campus and extension center and Involves the 

appropriate department and division chairman to ensure total credit 
Integration at the calhpus level regardless of the class meeflng place. 

6.407 FEES AND HONORARIA (PAC, November 25, 1970) * / 

a. Honoraria for instructors and other financial arrangements for 
campus non-credit courses and activities will parallel the established 
commmlty services fees and stipends using regular raters, reduced 
rates, or* no- charge. When non-credit courses are conducted by qampus 
personnel the registration forms, refund guidelines, and general ^ 
operating procedures will generally correspond to the Community Services 
office procedures , although exceptions can be made if mutually 'agreeable* 

b. Non-credit fees and honoraria are set by the Dean of Community Services 
and reflect competltl>/e rates chAr'feed by the other 2-^ and 4-year 
colleges In the area along with other educatloijfal and community adult 
education agencies.' When a course Is arranged" through a contract with 
an puts Ide^ organization, a 157. charge Is made to cover overhc^ad expenses. 

157. Is based on the total cost of Instructor's fee plus In^structlonal 
^terlals. 



c. The hourly tuition rate may vary, depending on the type of course and 
the number of registrants anticipated. For^regular courses, the hourly 
tuition ratf Is established so that the'^tultlon of the first 12 students 
pays the Instructor's honorarium and the tuition of the next 5 students 
pays the overhead costs. - • 

d. For community lectures, where a large attendance ^^s anticipated, a 
lower hourly rate may be Set. Special family rates may be used 
when ap(proprlate. The attendance requirements for meeting the 

" honorarium afid overhead costa will be proportional. That Is, If 
the hourly tuition rate for a community lecture series Is one*-half 
that of a regular* course, then the tuition payments of 24 students • 
would be used to pay the honorarium and 10 tuition payments would be 
used for overhead costs. Any rate may be set, provided the standards i 
for the honorarium and overhead expenses are set. 

' r 

e. . Although It Is standard practice to have alllcourses pay their 

own expenses, this may not always be possible or eyen desirable. ^ 
Funds from succeiisful programs are used to support the less suc- 
cessful ones, as well as programs for which there Is no Income 
J (^'g'f non-fee conferences and activities). In the method of 

/ 

/ ' . ■ ■ • 

Kedtflcatlon 120, October 7, 1974 ^ , " . Ii 

ERIC . ' 



/ 



•6.409 



budgeting, the more successful courses, also help offset the 
overhead costs of planning; publicizing, and staffing the various 
programs*' 

^ * 
f* In instances of regular coiirses where there are fewfer than the. 12 
students who would normally pay the* instructor-, the instructor at 
the opening session of the course may elect to continue the ^course. 
In such an event his honorarium will be reduced to the total amount 
of tuition received for the course. For community lectures,, pro- 
portional standards apply. ^11 instructors are guaranteiH an 
honorarium, for their services* during ^he^ftrst. meeting^ of the 
course, regardless of the size of enrollmerit. The'amQunt will be * 
determined .by the number of hours which were scheduled for the 
opening session, times the hourly rate. Instructors are e.xpected 
/ to cooperate in the registration procedures, * / 

6.409 liJTEGRATED C?{EliTT AKD NON-CREDIT PROGRAMS . . 

ft ' * » » 

/ 

. There are many non-lredit programs that are repeated through the years' 
and haVe required considerable time and effort by the instructor to 
organize and continually update. The continuing^pref erencfc by* a company 
or agency for such program^ and the ilffiliated ''coordinating project 
director or teacher" attes'ts ♦to the/quality of the training design. : 
I'nder thes^ circumstances, the non^redit responsibilities will normally 
be built ihto the load assignment of the .instructor at the beginning of 
the school year, thereby providing appropriate recognition to- continuing 
; education programs which upgyH^e and keep current- many of the college's 
graduates now employed in^Uhe Area. ' ' 
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6.AI * ADVlgQR? COMMITTEES FXDtR CAREER CURRICUIA ^ . ' . 

6.411 POLICY (Approved by Board of Trusteerf^ April "7, igy'S) ^ ^ ' - 

*a* The purpose <^f carriculum advisory committees is- to aid the College: 
(ir) *In maiataftiing ,an awareness of the .changing skill and training 



needs of a/ highly literate, technological and industrialized 
"sbciely. 



(2) In establishing corpmunication among Jthe College,, the Community, 
employers , and educational represenfativfes to^ worK together 
^ toward common education an>^ career goals. 

j^3) 'in advising the College Regarding career curricu'la on a ^ 

continuing basis. ' • * " ■ • ' 

X 

b. The Board. of Trustees shali establish by resolu-tipn eajch advisory 
coramitte.e and shall appoint the-memb&rs thereto. Each .committee 
shall be cfomposed of a group o-f approximately fiv^. to fifteen perapns 
sel<ect-ed from the community and fro^jTico liege pejs'Qrmel to serve. . 
volunta-rily without monetary compensation and function in an 
advisory capacity* \ ^ 

c. Except by specific exemption made by the RresldenC Of the CoHege, 
each career curriculum of the College is to be represented by a • 
committee, but, when appropriat^e, a* single committee may be 
established for related program areas. 

' / 5 

d. Members of advisory committees . are appointed for twQ-;year terms, 
' , except that, in the instance of appointments* when 'a committee iS' . 

initially estab^lished by the fioard,the designat'ion of -•which ^ 
^comm,ittee members will serve a one-year term or a two-year term 
is to be determined among thie committee members, themselves* - ' 

^e^ The President 'or his des'^ignee^Cs) is (^re) administratively , *. 
responsible for^Bviding for tWe overall operation of the advisory^ 
committee systemW'including the evaluation of th^^ system under whicl* 
it operates*' 

6.412 GENERAL CHAkG]^ .TO COMMITTEES - » . 

• ^ 

• a. A curriculum advisory committee is usually formed 'anB^befeins its 
work, often on an^infonpal basis, during the time the curriculum 
is being developed grnd before its formal aporoval by the Board of 
Trustees. Althi^ugh final purriculum decisions remain a college 
responsibility and reflect established procedures and Board- policies, 
^ the* guidance and direction of an advisory committee is aft important 
aspect of curriculum planning and development. The committee can ' 
assist the Curriculum Coordinator and other campus perscrhnel in 
gathering Ijnformation with regard to community needs, interests, and 
resources as they relate to a given curricul<im, and in assuring the 
relevancfe of the curriculum to the employm6ftt needs in the career 
field. c • . • / 
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b.4'Tha structure and operation of the committee' normally is 
to the committee itself. Each committee will develop its 
as to how it best can work with the Curriculum Coordit^ato 
the students in tHe curriculum, and^ thereby the College 



left primarily 
'own procedure 
t: in se'rving ♦ 



c,^The specific areas of re^ponaibilitfy pr service will be determined by* 
consultation ^ong the appropriate campus ,dean, Assistant Deatt for 
Cat^eef , Programs or division chairman, department chairman,^ curriculum 
coordinator, and the qommittee members and, j|side from the initial 
currl^culum planning, may ^include the follow^^: ' • ' ' ^ 

(1) TO review and recommend changes to the curriculum.^ . 



(2 



eek scholarship assistance for students in the curricuium. 



4 S» 



i1 



w 



(3) To )b^in public support for financing the curric^lujn. 
jfes8*ist in arranging field trips to industry. 
^ (5) To suggest speakers for classes and meetings. 

(6) To 'esfabfish liaison with the professions, industry, and 
government. ' . , ' * ^ 

• • ^ - ' ) • l • 

(7) To identify and place students ready for employment. 

(8) To increase public information exchange. ^ 

1* (9) To advise on the recruitment of new faculty. 

(10) To assi*st in the revi^|w of the curriculum's effectiveness as 
determined by various follow-up o-r ^va^luative 'studies'. 

6.4U GUIDELINES FOR'COMMITTEE SELECTION ' . ^' . , • 

^ Committee members should generally be ^selected from the public, a represen- 
tative .ctoss-section of appropriate organizations in the community -and 
industry atid*should represent appropria*t,e levels' of experience and 
expertise within.the related field* Each member should have demonstrated 
competence or interest i-n the special area being se^rved an^ ^hould be 
committed to the community college concept o& furthering c-areer educatioQ 
in the community. Each committee should include at I'easJt one currently . 
enrol led student, full- or part-time, or a' recent graduate .from, the 
curriculum. " . ' ' •* 

-n6.414 procedures. for CO^TTEE SELECTION - ' 

a. A preliminary iist^ of cgmimil^tee members'is prepared by the (Curriculum* 
Coordinator after conferring with the department chaitman* and the 
Assistant Academic Dean for Career Programs or the division chaiman. 

' Names may be recommended tp the coordinator by members of .th^ faculty^, 
admirfistrdtors , the President or the Board of .Trustees.. * 

r - ■ - . , . ■ 

b. The coordinator discusses the nature of tfie advisory committee service 
with , each prospective cpirailittee member and determines if the individual 
is willing to serve. The list of names of canjdidates is submitted via 
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I 

• • .. ' • ■ . . V ■ ■ / 

tfie campus dean to the President, who in turn recommend^ their 
appointment to th$ Boi»i o'f Trustees, , - ' 

c. An appotntment cei^tifi/ate, prepared by the Director of Public 
Information and sign^cf by ' the President, and a'letter from th^e 
President with a dopy \jf the Board*s resolution, are sent to each 

new member after Board Iction. • /' 

d. A newly formed committ^ will determine at its first meeting which ' ^ 
of its members nill serve fon one year, and which will serve tyo-year ' 
appointment^ in order ti insure that about one-half of the njembers 

will complete t;heir terms each year. Subsequent to the. establishment 
of a^committee,^ appointments are made for two years, with about half 
of the members of the committee completing their term^s^ each year. ^ 

e. "Members may . Be .reappointed by the Boardvof Trustees-.*^ 
6.415 COMMITTEE OPERATION - ' ' 

a. Mos,t cpntmitG^es vary from five ,to fifteen members^ ini/siz/^^ and should ^ 
: meet at least once a year. ' ' ' ' 

\^ .b. Each ;^ommittae i?hQuld select a chairman, with the Curriculum Coordina-* ' 
tor serving as the executive secretary.- It is the responsibility of * / 
§i the executive secretary of the committee to^ notifV committe'e members 



of a -meeting .time artd furnish ^hem with an. agenda. It is also th^ / 
responsibility .of the executive secretar;^ to provide tninutfes of , . . . . 
meetings to each committee pember, the Assistant Academic Dean for^ 



Career^rograms or dixrision chainfian, as well as the Development ' 
' ' Specialist. * ^ \ ^ 

c. The campus dean df the campus which offers the career cur'riculOm .is 

^ administratively responsible for the overall direction. of the advisory 
aoiranitte^ throiugh the coordinatoij. . ^ . " . 

d. The Assistant Academic Dean for Career 'Programs or the division 
chairman, or their designees , .normally will be in attendance at ttie 
advisory commtttee meetings. , ' * ^ • ^ 

e. ^•Ihen there is the same career curriculum offered on more than one 
campus, only oi^e 'advisory committee will be appointed 'tod the 
coordinators* will wo]|^k jointly with the advisory committee. 

• • • • . : *• ' ' . ^ ' • 

/ f. The Dean of Education will designate ^the responsible campus de^n 
when there, are nii^u'lti-camjpfus curricula. * ' ' , * ^ 

6.4i6^ ADMIKIS:^RAtIVE RESPOr^SIBILITibs ^ ' : 

\ " Various college administrators, faculty, and staff have' the following 
responsibilities: 

•• . ' ■ ■ \' " 

. a. The President is responsible for the overall operation of the 
advisory committe'e system, making recommendations to the Board 
i^or appointments and in notifying dnd£viduals ,6f appointments^ 

' ' ' 'V 
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and termination of appointments, and in evaluating the ef f ectiveriess 
of the system. ' ' . . 

*' ♦ 

b. The Dev^opment Specialist is responsible for the maintenance of the 
'/ . Central^^bf fice master files o£ committee memberships and^'preparing 

^ • ' materials for the Division of Vocational-Technical Education, ^' 
■-Mary^ltoH^State Department of Education. 

c. The campus dean has the administrative responsibility for the 
dperatlon of the committees under his jurisdiction, nominations 
far membership being recommended to the President, obtaining and 
reviewing annual re^rts of committees, and regular assessments 

. > of committees. ' ' 

\N ^ d. The- Assistant Academic Dean for Career Programs/division 
chairman assist the campus dean tn his functions , and attend the 
.0 me^ftings of committees for curridula offered on their respective 
campuses ... - 



V 



e. The Curriculum, tloordinator is the executive secretary to the committee 
. and assists the committee chairmap by 

^(1) Recommending prospective committee members. ' ^ 

. (2) Establishing meeting dates for the committee. 



(3) J>4veloping a li^t of 'dut 
their particular committ 



ifes and responsibilities specific to 



ee. 



i 1 



(4) Preparing the agendas for all meetings and sending ^copies , along 
with notices of meetings, to all committee members.' ' \ 

(5) Maintaining a current* file of minutes and other records. of the 
committee and supplying copies ^of the minutes and records to ^ 

. , the assistant dean or ►division" chairman and the Development 

.Specialist, for a^etention. » . ' 

(6) Preparing the annual report of the committee to- the campus dean, 

- . • - ' - \ ' :v 

(7')' Maintaining* an accurate roster of committee members and recomiff&nd- * 
ing appropriate replacements when necessary. j 

(8) Furnishing' requir&d in^rmat^ion to t^ie Development Specialist for 
pur^poses of collegjfe reporting to State and Federal agencies suah 
as the Division crt Vocational-Technical Education, Maryland State 
Department of E^cation. 

. . The Dean of Institutional Research and Analysis^ may b^ requested by the 
I President or campus , dean to assist in the: evaluation of the committee - 
system, or the effectiveness of particular committees/ 



6.417 COMMITTEE RECOGMTION 



r 



Appointment anil' service 6f fcommunity advis9ry committee members max 
recognized through a variety of ways including: ' \ f 
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\ 




6.60 * 



a. Presidential in-v^itat ion ^^o- serve on a' committee, accompanied by 
)a copy of the Board resolution of appointment,. 

. b. Certificate of appointment. , 

c. News release on-^ajSpointment . 

^ d. Board resolution of appreciation. ^ I . ' ^ , 

♦ e. Certificate of -appreciation. /* 

* • ^ 

f. Letter of appreciation from the President. 

« ■% 

p g. Listing of names in the College Catalog, or in another appropriate 

publication. b ' 

, ^ I 

h. Invitations to attend college 'functions, 
6.60 COMMENCEMENT EXERCISES ^ . ^ 



6,601' POLICY (Boaid of Trustees, May 12, 1975) 




a^ Commencement is a significant occasion for the College to recognize the \ 

academic attainments of ifs sttCdent^. Commencement ceremonies may vary 

in their content a^id format from year tp year arid may be eithe^ College 

and/or campus in their orientation and/or location and are normally 

, conducted annually. ' "\ ' ^ t ^ 

*• . • * ' . • 

*^ t 

b. The College President is authorized to publish implementing prbcedural 

^ - guidelines for ^the establishment of commencement exercises. In so 

doing, he may delegate to the campus deans the responsibility for 

appropriately planning, coordinating, and conducting commemcement . ^ 

> ^ exercises in th4 environ^ of their respective campuses, provided that 

K , each- campiJs 'dean has received the approval of the President for such a 

campus * commencement . 'A coordinated, detailed ^commericemelnt plan is to 

, be -submitted to the President by the campus (Jqan no later\than November 1 

i*f the campus* dehn desires to conduct a campus commencement. ^ 



c. In the event a campus commencement *pl*an. is not approvBd, commencement 
will be held at a location and tim6, and in a format, specified by thje 
. President and designated in writing* to ,each campus d6an by December 1. 

6.602 GENERAL ADMINISTRATIVE PROCEDURE ^ * ' . ^ 

a. As commencement is the recognitibn of achievement by students through 
*the academic programs of the College, annual commehcement exercises 
are a significant part of ;.the academic calendar. ^ 

^ b. So. that order and detbrum commensurate with the \:ommencement occasi.Jn 
are maintained, administrative procedui^es for commencement ar^ 
orga^rji^d in three sections;/ • * > 

/ ' , (1) College Procedures - .Procedures applicable for ali commencement 
planning, * ' • . , 
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(2) Primary- Campus Procedures Procedures which a;^e *prepar^d 's^' 
when commencement, is conducted by the respective^ campufifes and 



which require the specific apprroval of the College Presi4ent* 

(3) , Secondary Campuis Procedures - Jhrocedures. for which the cajnp]ji|^ ^ 
* ' \ ' dean certifies to th^ President there is or will be full . • 

conformation and Coordination. 

I , c. The campus deans may develop proc^edures, in addition to those cited 

^ ^ above, for internal use on the respective 'campuses. . 

6.603 P0LLE9E PROCEDURES ^ . ' ^ ' • 

The^ following procedures are applicable to all formal commencement dxercises 
held at Montgomery College: • ' 

a, Selectioji, of Commencement Dates 

(1) When commencement exercises are conducted by the respective 

. • campuses, such exercises -must be scheduled on non-conflicting 
dates in order to permit attendance by all persons , who,. by 
t virtue of the authority vested in them, must be present at each 
% " commencement exercise of the College. , 

(2) The commencement exercises must be s^ch^duled to 4II6W sufficient 
time' after 'final exam'inations for th^ processing of final grades, 
the certification that individual requirements .for graduation have 
been met, and the printing of materials that are necessary for 
commencement! ^ Commenpement exercises normally will be held on a 

f FridAy, the 13th' 'calendar day ^f ter classes end, with other 

commencement exercises, if ap^rovJed by ^he President, to be held 
-on subsequent days, ^ [ ^ 

(3) The jcamplis' deans will, t^ecommend a commencement date, or commencement 
dates, and advise the Directorial' Internal Management of the date(«) 
selected in sufficient, time for presentVtiqn at^the August meetfng 
of the Pr§sidetit*s appropriate Advisory Qouncil. The Dicjector of 

* Internal Management will advise the Calendar Committee Df the final 
- ^ - . * dates approved at^the PAC'irt^^ime for inclusion in the detailed 

* / college calendar, wffich normii^?^ con^lderec^X^.^he President 

• ' ' in September. (See par^. 6.07.)* ^ 

b. * Development of Commencement Prog^attr \' , • 

^ ^ ' ' When campus cbmmencemeilt exWcises are held, the campus dean serves as 
Marshal, ff mhe comipenceraent exercise is centralized, the Deap of the 
Faculty server as Marshal. The program should include: ^ 

(1) Processional' * . ^ * ' ^ 

. . *(2). Invocation by invited clerg)* ' « ^ ; 

• • j (3) Welcome by representative student (s)* of the campus (es) 

/ Remarks by College* President ^ ^ / / 

•■'Selection of student speakers 'is cooifdin^^d by an a^tpropriate College ddminibtr^tor, 
• usually the Dean of Student Affairs * • ' 
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(5) Introductions by <:aihpus dean or President 

(6) Address by ^est speaker > 

(7) Presentation*' of the graduating , class by the President and campus 
deal/ and awai;ding of degrees/certificates by the Chairman of the 
Board of Trustees,. ^ 

(8) "Benediction by invited clergy 

^ (9) Recessi'onal ' ' ^ ; ' 

There may be minor program variations, depending on whether th^ 
commencement exercise is centralized ok campus. For example, if 
• centralized, and'the Dean of the Facylty serves asMarshal, the 

campus deans may present the gradudte^ of their respective campuses. 
If campus, and the campus dean serves as Marshal, the -campus dean's 
designee may present the; graduates. Also, if centralized, the 
College President may make the introductions. u 

c- Invitations to the Commencement Exercise 

Invitations are sent by the President or his designee to students, 
their parents', member's of the faculty, faculty emeriti and college 
administrators. In ^addition to the squeaker and clergy "referred to 
in paragraph 6.603b, invitations to appear as platform guests are 
sent *to current* and former members of the Board of Trustees, local 
members of Congress, State and county officials, logal , of f icials , 
and the State Board for Community Colleges. All invitations are 
. " mailed at least d^re^-^we^ks-^ior to the. event. 

d. Pre- and^Post-Commencemeht Receptions 

A 'reception usually is held prior to the comn^ncement exercise' 
for jplaftform guests and others so designated to' afford' an 
opportunity to metet, .extend greetings and become familiar with 
last minute instructions or chapges. The reception area als©^ 
serves .as the staging ar^ea.for the guests on the platform, k} 
reception usually jLs held afterN:he commencement exercise for all 
' students, and. guests. 

6.604 PRIMARY CAMPUS PROCEDURES • . ' , * • 

a. The followimg procedures are to be used by £he campus deahs in the 
♦ preparation of the commencement plan,- and 'specific reference is 
to be made^to the* disposition of each procedure in the "commencement 
plan. The .Campus Assembly mdy assist the ^a^ipus dean in the 
prep'aration of the commencement plan. The conimencement plan must 
be submitted to the President for his ap^sroval b^^November 1. ^Cainpus 
' * deans are responsible for budgeting or identifying funds to be used 
for commencement exerx:ises. , ' • • 

» * 

y (1) After approval by the President, a site will be t^enta'tively 
reserved for the campus commencemeRt exercise 'by •the camput 
^ dean. The cotrmiencement plan wiU contain djetails of the 

si'te^s size, location and co6t. 

(2) Several .persons will be chosen, ^in order of descending' 

preference, as possible commencement speakers. Care will be , 
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taken to maiktain this list of speakers in confidence ^ 
-^/^to avoid possible embarrassment. Onqe the speaker is' '»i 
chosen, an invitation is extended by the President or 
his designee, usually the eampus "Kie&n, as many months in 
advance as is poss'ible. • * . 



(3) Copy will be^ developed for all invitat.lons to the exercise 
^ and correspondence with platfprm' gue?ts to include 

•infoi^tio&l letters preceding the event, as well as tKank 
,you letters after the event, • '* ' , . 

^ ^ (4) An invitation list- will- be compiled and submitted as part 
o*f th^ commencement plan. • » . 

b. Not} later th^n five calendar da/s preceding' the commencement; 
""^^ exercise, the campus dean will' submit to the ^President a chaft ' . 

showing where the platform guests who have accepted their ' ^ 

invitations will be seated. 

' 4 * 

6 .605 SECONDARY CAMPUS PROCEDURES ' \ * . 

V Without tM^neces?^ of providing specific details, the campus deans 
> will certify] to the College President, as part, of the commencement plan, 

.submitted by November 1, that there id or'will be full adhefence'to the / 
following: . . . . 

' > ' * * » * .Jf 

a. Printii^ will be developed and ordered, in co-operation with the 
Director of Public Information,* to include: , . 

(1) Invitations to the exercise . • * l 

(2) Tickets * ' ' ^ 

(3) Printed instructions to graduating students ^ . ' ' 

y (4) ^Printed instructions to others in the procession ^ " - 

, (5) Commencemfent programs *>' ♦ ^ ' ^ 

<6) ^Degrees and certif iitates ' . 

hj Invitations will be hand addressed and mailfed/at least three weeks ^ 
prior to the exercise .(see paragraphs 6.603c antj 6.604a (3) and (4).) 

V - ' ■ 

c. Coordination will be effected with thie Procurement Office for the 
ordering, distribution* and return of regalia. • , 

* . d. Rooms appropriate for robing will be set ^side, -and attendantjjs 

witl?ybe on duty in those rooms to assist where required*. Care is 
taken to see that appropriate robes are ordered, where necessary, 
and are on haod^ for' platform ;guests and that they," in turn, are ^ 
; so notified. ' , . , > . *• 

' ^ . •* 

e. Large type scrips will be prepared, where necessary, for reading 

at the podium. * * v / 

f. Appropriate practices and rehearsals will be held. 



g. Arrangements will be made \for pre- and post-exercise retieprtions 
at a location convenient to the exercise site. 
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' h.. Sound and auxiliary lighting systems will be provided V/here 

• ' nfecessary.. ^ ; ' ^ » * ' 

' • i. ^Music appropriate to a coinmencement exercise" will be provided. 
* ' / ' ^ , 

J. Ushers will 'be appointed to* assist witl;i^ seating prior to the 

* ' 'exercise'. 

k. Where heeded J floral^ arrangements will t)e py^vided, 

* 1. * -Information pertinent to the commencement exercise is submitted 
p^eriodically ta the Office of FUblic Information for release as* 
appropriate. *^ ^ 

m. Other arrangements- tha.t are necfessary for an orderly and decorous 

' cornmencemeht. wfll be m'ade as needed. 'i " ( ' 

. - ■ . ' ■ • ' ■ ■ ♦ . N 

6.606 * ,^ ALUMNI RECEPTION • . . * ' . ' 

The Director of Public Information may arrange, in conjunction with a 
' Montgomery College' commencement exercise, for ^ reception in honor of 
former gradu'^tes'.j * ^ . ^ , 




ERIC 



Itodification 127, Way 23, 1975 



k (Reverse side is blank.) 
'0:1 



7.40 



7.40 T?RAVEL ^ • ' / ^VoN 

7.46l GENERAL - • ^ 

Employees of the Board o£ Trustees who are required to travel on business pertaining 
to the/coUege will be. reimbursed dependent upon the ty^e of travel performed, local 
or distant. Specifically designated students^ who are members of college-level com- 
mittees which function under the approved statutes for the governance of the College, 
are also authorized local travel reimburS^ement. Regardless of the type of travel., • 
when vehicles are used, individuals going to the same location are requested to use 
one vehicle only, unless the capacity of the vehicle is less than the number, of 
persons involved. Since the total amount of travel funds is limit'ed, payments from 
such funds are governed by the following guidelines. Should budgeted funds for 
i travel'^become psuff icient .to support payments as e^jplained^^-herein, temporary 
/ modifications to these procedures will be issued' by the Director of Finance. 

7.403 LOCAL TRAVEL (PAC, April 29, 1971; President, iune 26, ,1971 , .Modified Nov. 21,1972) ^ 

a.. Local travel, as used in this manual includes, but is not limited to, inter- • 
campus travel and travel between an individual's assigned campus and other , 
points of business. , It does not include travel: . s. 

(1) For which overnight accommodations are required. • 

(2) For which round-trip mileage exceeds 300. * / , • 
' J / * 

' (3) Between an individual's assigned campus and his residence, for normal duty 
during regular work days. . Mileage between an individual's Residence and a 
campus other than the assigned campus may be reimbursed in the case of 
authorized travel to the other Campus prior to reporting to the assigned ^ 
campus. In such instances reimbursement "Will be only to the extent that 
the distance between the ass.igned campus and the residence by*way of the 
' » other campus exceeds the direct distance between the assigned campus and 

the residence. Round-trip mileage between the residence and^ a campus 
other than the assigned campus may be reimbursed in situations where it 
^ would have beep impossible, impractical, or inefficient to make the trip 
enroute to or from the assigned campus but only to the extent that such 
mileage exceeds a round trip between the residence apd the as'signed campus. 

(4) To or from, places of business located on a direct route between an indiv- 
idual's assigned campus and his residence, unless it would be impossible or 
impractical to iftake the required visit to these places of business Brtroute 
. to or from the assigned campus." If a place of business. Is visited ej:iroute 
to .or from\the assigned campus, and it is not on the direct route between^ 
' ' ^, ' the home and the assigned campus, reimbursement shall be based on the 

difference between the mileage between, hon^e and assigned campus by direct • 

m 

route. ' ' 

• (5) To .and from meetings of the Board of TruStees, except where the individual , 

^ ■ * . is required to attend s^ch meetings by virtue of:^ , 
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, (a) The office iii wHich he is serving. 



(b) Material he mua^ personally present to the Board, or ^ 

(c) A request from his. supervisor*. * ^ 

^ When one of the above qualifications is met, the round-trip travel shall 
be reimbur^able'regai^dless of the cainpus on which the Board of Trustees 
^ meeting^s held. ^ * * 

b/ Authorized travel between campuses is that which is necessary to attend 

scheduled classes,, departmental meetings, and officially scheduled meetings 
of the college staff or faculty, and return to the assigned campus when such 
is tequire^a.' Distance between the Roclcville and Takoma Park Campuses is 
officially recogrvized as 15 miles. • 



Authorized travel ^between a campus and a place other than* another campus is 
that which .is necessary to conduct official college business at the second 
pTace . This woulil include travel between a campus and scheduled classes 
off ' campus, e^g. ^^, physical education classes ^t golf ranges and bowling 
alleys and nursing classes at hospitals. ' ' , 0 

d. Authorized personnel are^ reimbursed, for the use of their privately owned 
Vehicles at the 'rate of 12 cents per mile traveled. They may also ^be 
reimbursed for parking fees.f When two or more individuals travel in the 
same privately owned vehicle^ only one person will receive compensation 
for the mileage traveled ,*usfually the owner ^ The driver, if the^ owner, 
is not present, may ireipeive a mileage payment if one is not claimed by ' 
the owner. (Mileage •allowance apptoved ^by BOard of Trustees, 1/21/74.)* 

e. Reimbursement for travel will be made only to those individualsfwho submit 
an approved '^Statement of Local Traviel Expense'*, MC Form 7, 403 r> This "form 
jjay be obta'ined from the Office of the Director of Procurement pn Stores 
Requisition, MC F^rm 7.506. Monthly statements should Jbe submitted to the 
a'ppropriate departmental chairmen or staff supervisors for approval no later 
than the third of each month for travel dui/i'ng the preceding montlj. State-'.^ 

.ments should be processed through appropriate account managers as to 



»ach the Dlrectbr of Finance by the sixth of edch month. 



f. An 



mnual record of expense (MC Form 7.403f (2/ 1 / 7 sVT^cujrred fiir ^local 
travel for' each individual member of the faculty and admini3j;x:ative 
staff is .maintained in the Office of the Director of Finance, • 



7,404 DISTANT TRAVKL (Approved by the President, November 21, 1972) s 

a. Distant travel /^usually used in conjunction with leave for professional 
meetings (paragraph 3.435), is travo.l which'mcets any one <^v more of 

'the following criteri-a: 

/ 

(1) Overnight accommodations are required. 

(2) Total expense incurred forjall reimburse^ble items related to the 
trip, including conference registration fees, exceeds $50.00. 

(3) Round trip mi.leag-e exceeds 300."^ ^ " ** 

b. Requests for approval of use of college fun<Js and s\ibsequent reim- 
bursement for expenses incurre(J on distant tr^feivel will be submitted 
through the individual's supervisor on the Forih. for Request for 
Leave for Professional Meetings and Special Funds, 'MC Fonn 7.40. 

ication 125^ March 14, 1975 . , 
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(1) Distant travel, for members of the Faculty, for which reimburse- 
ment is to he requested, mu6t first hi approved on the Request 
for Leave for Professional Meetings and/or Special Funds, by 
their Department Chairman, Division Chairman/Academic Dean, and 

Campus Dean. ' . 

(2) Distant travel by members of the Administration and Staff, fpr*» 
which reimbursement is to be requested, must first be approved 
by the individual's iitimediate supervisors. Final approval is 
granted by the College President for the Campus Deans, Dean of 
Administration, Dean of Education, Dean of the Faculty anji ' 
personnel assigned to the President's office. The Campus Deans, 
Dean of Administration, or Dean* of Education approve requests 
submitted by personnel assigned respectively to the offices . 
supervised by them. . • ♦ 

c. Travel to distant points may be made by any conveyance desired by the 
individual. Reimbursement for travel by private conveyance, however, 
will be made only on the basis of the lesser of 12 ,cents per mile or 
tl^eC:o8t of , a touris't ticket by air. Actual tickets, if desired may \ 
be^^ obtained through the College. When air transportation 'xp usedj 
trav^^eimbursem^nt will also include the cost 6f travel bfetween home ^ 
and airport, airport and hotel at destination^ and ttavel b^tw^en 

hotel and place of business at destination. *In addition to\trav^l ^ 
reimbursement, individuals are authoi^iz^c^ reasonable reimbii^ement 
for the cost of meals and, upon submission of a paid bill, <wernight 
lodging, (Mileage allowance aplproved'by Board of Trustees, v21/74,) 

d. An annual record of expense Form 7,404 (2/1/75)) incurred for. 
♦ distant travel for each indi*vidual member of the faculty and ; , 

administrative staff is' mapLntained in the Office of the^Direcfor 
of Finance. 

7.406 USE OF COLLEGE VEHICLES • ' , . . • 

a. General 

Whether travel on official business by Faculty, Staff or Administrators 

is local 0r distant, college vehicles, if available, should be ysed, x " ^ ' 

When thPls mode of travel is uded, no monetary reimbursement for mileage ^ 
is authorized. Requests for the use of. tKese vehicles should be made to 
the responsible office well in advance to insure their availability. 
Priority for the u,se of vehicles will normally be in accordance with the 
requests received, Exceptions, if any, will usually be based on obtaining 
the greatest economy' in the use of college travel funds,. ^ 

i ^ ' 

b. Responsible Offices 

y (i) V}^ Office of the Campus Facilities Manager 'is responsible for the dally 
control^of vehicles assigned to the Rockville Campus, 

(2) The Office of' the Busine^jaLManager is'; responsible . for the da£ly control 
^of vehicles assigned t/tTiheKakoma Patk Campus. 

(3) The Office of Intemal^Mpnagement is recjponsible for the daily control 
of /Vehicles assigned to the% Central Administration,. 
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c, Procfedures , - " .* 

The following procedures w^ll govern the use of CoHege vehicles: 

(1) On the campuses, ke;^s are maintained in the Security Office; for the 
'Central Administration, keys are maintained in the Office of Intfemal 
Management. When keys for a vehicle which has been reserved are pibked 
up, th^ operator of the vehicle also obtains a Motor Vehicle Trip Form, 
MC Font! 7.406. The trip form, fully executed, is to be returned with 
the vehicle keys at the conclusion o^he trip. ^ * 

(2) Nofmally, employees m^ not drive motor vehicles to their home. VJhen 
it is necessary ^U)' do so, however, the employee must include this 

^ information on the trip form. ^ , ^ 

(3) Gasoline and oil for college vehicles are to be procured from the^incoln 
Center or the Randolph Road^Depot of the Montgomery County , Public Schools 
which w^l bill the Col^lege f6r supplies used. The gasoline 4n the , 
storage t^nk oh the Rockville Campus is reserved primarily for use of 
utility vehicles assigned to the Tlockville Campus. < 

^ (4) When fuel is needed and the vehicle is distant from MCPS facilities, ov 
the. need i^j- at an hour when MCPS facilities are. closed, the operator 
should purchase gasoline or oil using cash* dR: his own personal credit 

• card. If-usiijg cash, a cash receipt must be obtained and atr ched to 
the monthly ''Statement of Local Travel Expen^se'*, MC Form 7.403, ih order 
to secure reimbursement. If the individual uses his personal credit 
card, he sl\ould attach his copy of the voucher to the Statement of 

'Local Travel Expense in order to secure reimbursement. 

(5) No vehicle should be returned after use with less than one fourth of 
a tank of fuel. 

way from the College overnight unless permission 
ponsible o/fice* Normally, college vehicles 
will not be icepj: out overnight locally. . . 

(7) Normally,' vehicles are to be driven only by Administrators or members ^ 
of the college Staff or Faculty who possess a valid operator's license. 
Students are not normally authorized to drive college vehicles. In 
^unusual circumstances, permission may bo granted oi^^ly if the student i^ 
over 21, possesses a Valid ^operatpr's license, and receives permission 
: . from' the office responsible ^or the operation of the particular .vehicle* 



(8) Hitchhikers shall not be picked up. \c - ^ 

(9) If mechai\ic0l failure^ occurs to a vehicle within a 25 ^mile radius 
from the responsible office, the resp6n3ible office should be con- 
tacted/ Otherwise, a nearby local garage, preferably one which 
specializes in the make vehiple affected, ^should be contacted for 
assistance. If iL is estimated that repairs will exceed $100, the 
responsibly^ office should be contacted for clearance prior to 
authorisi'ation cf repairs.. Bills for repairs should be turned in 
to the' Responsible office for reimbursement frota the appropriate 
vehicle repair account. 

(10) A driver of a College vehicle involved in an accident should _ 
immediately contac^t the local police and the Director of Internal 
Management. ^ 
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7.48 . PROPERTY CONTROL PROCEDUUr* (PAC,* Decmber 21, 197?) . 

General ^ ' 

Proper accountability of all poUug^ assets Is essential to tlje fulfillment 
of the legal obligations of the ins'^itufign and to the achiev.emfe/t of a ' , 
high degree of fiscal' 'responsibility. The following procedures provide a 
basis for accurate property control. ( ^ , . •<> ' 

.7.481 DETEI^INATION OF INV^.NTORIAL PROPERTY - , ^ ^ 

a. Any unit of fumiturp or furnishings, whether movable , or* fixed, or any 
instrument, machine, apparatus, or set, of articles shall be considered 
as' an inventorial itei^ of property and, therefore, an^inte^ral parr of . 
the net worth of the College if it meets all of the» follov/ing conditions: 

• • • 

(1) It retains its or'iginal shape .and'appearance with use. 

(2) It is non-expendable; that is, if ^he article is damajged or.some of 
its pares are lost or worn out, it is usually moj-e feasible to 
repair it ratTier than replace it with an entirely new unit. 

(3) It' has a purchase price of $50 or more. 

' "* ' -</ 

"'<^ It doez not lose its identity through incorporation into a 
different or more complex unit or substance. 

(5) it has a' life expectancy of three or more years. 

b* Property not meeting all of the above conditions maV, nevertheless, be 
' declared inventorial if it represents an investment ^9f money or embodies 
certain other' characteristic? which, in the judgment of the Director of 
" Procurement', make such a declaration desirable. Such items would 
include, ybut not be limited to: electric hand tools; camera lenses; 
movable tub files; aet^ of items where each individuc) item is valued 
at less than $50; and individual items of fumitura, ouch as secretarial 
chairs, which have an extremely long life. Persons requisitioning 
property may, if in. doubt, contact the Director of Procurement to deter? 
mine whether an item is inventorial and, therefore, vii^ther it should be 
purchased f^ora a cupply or an equipsient account. 

.» 

c. At the time a purchase order is issued for any good^, the Director ot 
Procurement will note on the purchase order those items which are 
definable as inventorial property* ^ . . r 

7.482 DELIVERY OF INVENTORIAL ITEMS ' r 1^ 

Regardless of the campus for wlU'ch the internal, inventorial .propertA" is: 
intended, all items of inventorial property will initially be delivered to 
the Central Receiving, Section of the Office of Procurement (RockviU^ tampus) 
wherein identification /Tag (number) will be permanently affixed.^ At the 
option of the Director of Procurement, certain inventorial proper-ty m^y be 
delivered directly to a us injj department or oi-fice if delivery to Centfal 
Receiving -would prove impraotical . In such instances. Central Peceivii\g 
personnel will affix the identification tag (number) on/Site as solon [\ ' 
after delivery as possible. (Sec also paragraph 7.484/) 
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7.^83 FORMS USED^ IN PROPERTY GONTROL * ' 

a. The Property Control Report, MC Form 7.483 is the document used for 
the -Establishment of cohtrol over inventorial property »when it is 
' received et the College. Specifically, the ;report is used in 
fulfilling the following functions: , ^ 



f 

(2) 



) EstablighATig Control over Ney Inventorial Items of Property 

'/ 

When a n4w item of inventorial property arrives at the Central 
Receiving Section, the receiving clerk wifl notify the requesting 
offilSe ^nd the person tesponsible for control of that type of 
propertjy In the department/ or office concerned. From the latter, 
ini^ormation will be obtained concerning tHe final location of the 
itenl r/eceivfed such as building, floor, and room number.^ A Property 
Contrc/l Ri^port is then prepared by the receiving clerk and 
dqlivered with the property. The Property Control Report is 
vei/i^ed by tlie person responsible for contfrol^of the department's 
or office's property .who then signs it, signifying his receipt and 
bis /responsibility and, accountability for the* desigrHTted property. 
He retains a q(6py of .the report; the remaining copies are returned 
to che, Office of the Director of Procurement for distribution. 

Reporting Data Elements to Data Systems . 

If an 'item is defiipable as inventorial, a copy of the Property 
Control Report is sent to ^he piredtor of Data Systems providing 
him with the following applicable^nformation for incorporation 
ihto the data base on property: ^ 



(1) 



(2 
(3 
(4 
(5 
(6 
(7 
(8 
(9 
(10 
(11 



College identification 
number, unless inappropriate 
Article description 
Location hy campus 
Location by building 
Location by room ^ 
Department assigned 
Manufacturer 
Model number 
Serial number 
Acquisition *coSt 
Year of purchase (and of 
acquisition, if different) 



(12) . Vendor's number . / 

(13) Expect^ life 

(14) Purchase order 

(15) Federal property -notation 

(16) Property description code 

(17) Budget type (operating or. ' 
capital) f • ' 

(18) Notation 'as to whether 

* item is purchased as an 
original item, a replacement 
item,5r has been carried in 
Inventory indefinitely. 



The Change in Status of Property Form, MC Form 7.483a, is used whenever 
there is a change in the status of property once control has. been 
established. Specifically, the form is used in fulfi^lling' the 
following functions: 

' / * . * 

(1) Reporting Movement of Property 

If inventorial property that ordinarily occupies a fixed 
location/is moved from one room tOj;,another for a period exceeding 
. 14 days, even if it remains 'within the same academic department 
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• » ' '• ■ . , . 7.484 

/ / • ' ^ ' ' - 

f * or- administrative office, or under th^ same responsible person, such 
movement is to be recorded on the Change' in Status of Property Foirm, 
MC Form 7.483as One 9opy is* to be retained and the remainder forwarded 
to the Procurement Offite. ' > " . , 

; (2) Reporting Property That Is Loaned ^ 

! / * Any property that is to be. loaned by one department or office to 

another department or office for a t^porafy period ►of time (in excess 
of 14 days) mu^t be reported to the Pi^curement Office on the Change in 
^ Status of Property Form, MC Form 7 .483^. where a notation will be ifiade 

of the temporary location of tlie item, \when the item is returned to 
the original 'department ot o^ice,. the Procurement •ftffice will be ' 
advised in order that records may be kept\ current . However, certain 
' ipventorial equipment, which by its natureuis subject to movement in ,i 
and out of a department, yill be considered as a part of " the permanent 
inventory of that 'departm'ent and will be .so\recor4edp Responsibility 
|Ls vested in the department for maintaining Its inventory record. 

(3) Reporting Trades, Transfers, or Declaration ot Surplus Property 

Each item of property which is traded, transferred, or declared 
Surplus (see paragraph 7.508) will be recorded on a Change in Status 
of Property Form by the responsible person in the department or office 
concerned. One copy is to b^e retained and the remainder fprwarded to 
the Procurement Officer , 

c. When it has been determine^i by the person who "is accoi^itable that property 
is missing or desy^royed, it is bo;;h essential and mandatory that the loss 
b^ reported^immediately by the office involved to ,thej appropriate campus 
security office 6n a Property Loss form, MC Form 7.37^6. The department or 
office 'completing the Proi^erty I-oss form is to retain one copy for its f 

• records^ and al^l remaining copies, are to be immediately forvjarded to the| 
app:ropriat^ security office. After its initial investigation, the Security 

.Office, will forward a copy of the Property Loss form to the ^rector of 
Procurement atid the Director of Internal Management thtough tlje campus dean. 
(See also pai/agr^ph 7.376.) - ^ 

d. When new pri^perty is requisitioned for the' replacement of existing property, 
the Montgpn^ry College identification number fot the replaced property must 
be noted the requisition for the new prQperty. 

7.484 INVENTORY IDpiTIFICATION TAGS^ 

a. After ^e</eipt /of the goods in question, the receiving clerk will etch the 
property control number on the 'property or will affix to the property ^ 
permanent, non-Vemovable inventory identification tag coiitaining the 
»propertw control number. The number etched on Jthe property or indicated on 
the «ag\will be recorded on the property cqntrol report together with a 
notation \as to the location of the identifying number on^the particular item 
of inventOorial property.. In the event of crated materials » the receiving 

; clerk shall assign and affix the. inventory tag as. soon as the .materials ara 

- uncrated. Such labels will be placed on that part of the surface of the 
.equipment no\ subject to. wear. The number will also be placed, whenever , ^ 
^* possible, so tihat if is visible withput moving, the equipment. 

b. In the event tnat an inventory identification tag becomes detached, the 
tag must be red^imed to thf Procurement Office rather tlian attempting to 

» . replace it. In\the event that an inventory identification 

* tag is discoverer missing, the Procurement Office should be notified. 
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7'.49 PURCHASE OF INSTRUCTIONAL SUPPLIES (PAG, May, 30, 1974) 

a. General Guidelines *. • ^ 

* ' * ' . 

• (1) The College budgets, pufch^sesj', and pays for those supplies 
and materials which are' consumed, , destroyed or expended in 
the instructional processes, which remain with or are 
disposed of by the College foa lowing^ completipu .o-f a course. 
♦Students are expected' to pay Jfor those materials and 
supplies which th^y retain a^ter^^ taking a course. Instruc- 
\ . tional supplies are calculated overall for each campus in 

** ^ " accordance with campus 'standards of $2.50 per student . 

enrollment for the Takoma Park Campus and $2.00 pet^" student 
.enrollment for the Rockvilje Campus'. The standard for the 
Takoma Park Campus is greater -because enrollment's are 
' Smaller and thd Allied Health Program courses, typically " • 
require greatet supply support. ' -The total amount generated" 
by these standards* is distributed among* the 'academic 
departments by the ctopus deans, not to exceed the campus 
^ average per student ^Vrollment. (Apa^ved by the President, 
1/24/75) ' - \ . . ^ 

^(2) 'Dissecting tool$x l)atoi;;Atory aprons, slide rules, elaborate 

picture frames , *etc. , are examples of supplies which are kept 
by students after completion of course, ^and, therefore, 
must be purchased by tha«. ^ 

. (3) Thie. College is expected to budget for and to supply -auch' 
- • items as: chemicals, fetal pigs$ stage ^cosmetics, bulbs for 

projectors, ink fot presses, . instructional^^ equipment supplies; 
hazardous materials,, supples carried over from year to year, 
items normally expended duri^iig tlie ^structional process, and 
supplies which cannot be made available except through 
' s^peciaX purchase orders. 

J), Administrative Procedures , . 

^(1) Each academic, department, using the general guidelines ,* will 

establish lists of those. items of supplies and materials which 
\ shoul((l be paid for by students. . When a sried^ic course^ is 

given on more than otte campus, and student supplies are 
involved, the inclusive list prepared--a8 to what supplies, if 
required, will, be* paid for by students--should be agre.ed on in^ 
advince by the department chairmet^, so that there is consistency 
among campuses relative to what the College budgets for 
'* within the gener^V guidelines. 

V (2) Campus Deans will be furnished the approved de^t^rtticntal llst9 
^ Q.f student-supplied items for apprllpriate dista;i»ition; 

(3) Any instruotl^onal supplies which* student^.' are required to 

furnish 'Should be available at* the Campui Bookstore, or from 
local commercial sources. , '» 

(<0 Paragraph 7.49a (1) a*bove will be included in the budgetary 
'standards. . 

■ , <. . * 

o J • 
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^ . \ . CHAP TER IX >. •, 

^ ^ . ACADEMIC REGULATIONS 

9.00; POLICY CONCERNING ACADEMIC REGULAtlONS ^ . . 

Acting under, statutes approved by the Board b.f Trustees in January 1950, 
the faculty of Montgomery College adopte,d, with the approval of ^ the 
President, the following policy r|pgarding academic regulations: 

a* An academic regulation shall be defined as a rule which applies to* 
^ members of Che facultay and^ staff, and/or students, and which. directly 

N affects the, academic standards of the institution. 

b. It shall be thfe duty of the Committee on Academic Regulations to 

recommend to the faculty/ adoption of such amendments t)f the regula- 
tions as it deems necess&tix. . 



For purposed of organization, regulations shall be numbered from 
9:10 to 9.99, and shall' be classified as fcfllows: ^ - 

9.10 -^9.19 AdmlssioTi and Readmission ' ' . . ^ 

9.20 - 9.29 • Acceptance and Evaliiiation of Credits . 
X 9.30-9.39 ^ Graduation . ■ , 

9,40 - 9.49 Grades ^tid Scholastic^ Honors ^ . 

9.50 - 9*^9 Unsatisfactory Academic ^Progress 

• • ' , 9.60 - 9.69 ^ Registration 

9.70 - 9.79 Academic Programs * ^ ^ ' 

9.80 - 9.89 Classes and Instruction 
9.9*0 - 9.99 Petition and Appeal 

Where subclassification is necessary, it shall be accomplished by 
attaching an additional digit to the regulation number. Regulations 

• may be divided into sections without subclassif ication where thfs ' 

• procedure seems advisable. When a regulation fij:s equally well into 
£wo classifications, it shall be placed in the earlier one. _ 

d. Academic regulations for wh^feh ,the student* is to be held primarily 
responsible sha-ll be*-preceded *by an as.terisk. 

e. An ac^emic regulation shall become effective on^y at the beginning 
of an academic year and only after «^he following ^onditions have been 
fulfilled: ^ ' ' 

(1) The regulation has l?een approved by the faculty. ^ 



(2\ A ^revised List of the academic regulations has been published by 
t'he Commitqae on Academic Regutationsoand distributed to the 
faculty: ^ ^ * ^ 



( 
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(3) TJife faculty and the President have formally approved this 
. list for the following year. ' ' 

• < 

(4) The regulations preceded by an 'asterisk have been madfe av^il- ^' ' 
able to the students by insertion some official publication 

of the College. ^.,/ ' • . . ^ 

f'. 'In the event that the conditions in paragraph e ha^^^ r^ot been ..met, the 
academic regulations f6r Che preceding year shall remain in effect. 

g. In' cases of urgency, the faculty \^ith approval of the President, shall 
take action superseding or augmenting the academic regulations, without 
regard to'paragraph e^ Such action shall be classified as a^ temporary 
regulation and shall be in effect only- for the remainder of the^ year*' 

• • • * 

h. It. shall he the responsibility of , the campus committed on ecademic* 
5.ppeals\;to review such' cases as specified im the regulations and "to 
consider c^ses in which the application of ^n academic regul^tidn to 
an indl^^idual may not be to the best interests of the College and the 
students* The faculty may make provision *in t;he regulations for 
delegating to the Campus committee on academic appeal^ the .powex to . 
s.et a§ide certain specified regulations ifi individual ca^es. In, the 
event that the^ampus committee on academic' appeals shall make an | 
exception,, it ,shall be reported to the faculty via published minvites . - 
for purpose^ of record. * . ' 

i. It shall be the responsibility of each member pf the faaulty and the 

* staff «<p see^that the academic'^regulatioris are followed and to, report 
any noncompliance to thi^ d^ampiis registrar. It shall be the dutyjpf .the 
campus registrar to toake known to his respective associ*ate dean oJf 
students or campus dean, or both, any such noncompliance foi appr(opriate ^ 
action. . * V . 

j,- Each student shall be held accountable lor the knowledge and ynderstarid- 
ing of the rules and regulations. Any deliberate attempt on the part of 
a student to evade comt)liance with an academic regulation shall be* 
reported to the appropriate associate dean of students or. campus dean. 
(Adopted March 19, 1954) » ' ^ 

k. It shall be the responsibility of the admissions committee on each 

campus to ac^ on all cases of admission or r^eadmission to* that ,pampu^ 
of the College' 

ACADEMIC REGULATIONS IN EFFECT FOR THE YEAR 1975-;L^76 . 

The following paragraph^ comprise a complete list ot the^cademic regulations 
which have been approyec^ by the President and the college faculty. ^ The dates 
following. each regulation indicate^m^Jor revisions, approved by the Pr'es.ident 
and the faculty or mijiov editorial corrections .suggested by the Committee on 
Academic Regulajtions and approved by the President. Where more than one date 
appears, the last date is that up6n whith the regulation was approved as it 
now stands. 
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9.07' PROPOSING CHANGES TO FACULTY REGULATIONS 



In order that proposals for. qhanges to atademlc regulations might contain . 
the specificity needed for the Academic Regulatjidns Commit te^ €o mdke a 
^^-.^suf f iciently well-informed iippraisal of them, the Faculty Senate has 

appr^ed a format for use in proposing such changes." The format to be used 
is published as Appendix B of this Faculty Handbook, . . V ' 

■ ' * ^ 

9,10 GENERAL REQUIREMENTS FOR AmiaSION 



*9.101 MATRICULATED STUDENTS 
a. Criteria * 



totriculated.*8tu4ents VaBe those persons who are admitted to a degree 
or certificate curriculum. To be admitted as a matriculated student ' 
in a curriculum, ^ applicant 'mubt meet any one of" the following^ 
conditlijns: ; be a. graduate oiE a se cond ary scj ^ool or the equivalent; 

the piSmission of his or her secondary school p^rincipiii to waive 
the ^niot ye^ of high school; dr, have earned i2 hours of 'college 
crtdit^at Monttomery C oils 
a cumulativ6s«ade point 

better. Matrftiulated students may ai^end'th^ College ^ither full-time 



scnooi; or, nave earned nours or coxxege 
[ege ojc any other accredited institution, with 
average of 2.0Cf ("A'Ms equivalent to ^.0) or 



or part-time. 



Admission Proceaiflres 



Applicants for admission, as matriculated ^students must mefet the 
\ following requirements; 

(1) File a fortaal application. 



(2) 
(3) 



(5) 



Pay teiie application fee. ^ , 

-Submit, for the highest level of education completed, high^school 
transcripts indicating graduation, or certification Of high School 
equivalency or completion, or college transcripts* In addition, 
for a hig^i school jtitiiqr seeking admission as a inatriculated student, 
a letter must be received by the College from the principal of the 
high school attended^ .expressing the opinion that the student ^s 
qualified for college a^ waiving completion of the student's fibal 
high school yea^. ^ r 

Submit the required college health form. t(u.s form may either be ' 
filled out by a physician or be completed by the student as a 
self report. 

For some curricula, it may be necessary, because of limited 
facilities or limited numbers of faculty, for« applicants to obtain 
the. approval of the curriculum coordinator or depa|;^ment chairman 
in order to be accepted into a particular curriculum. 



\c. Foreign Studente , / ' ' % 

'^Bjjreijgn students Applying for admission as matriculated students must 
%tite^*t: the following requirements, in addition to the general requirements 
for liaJtriculated stCidents shown above: 

* . (1). Submlt"'-^pplication and all supporting data prior to the deadline 

estab[Llshe4 for foreign students. An early application deadline \ 
is nece^sar^*..£or foreign students to allow" college personnel 
Sufficient tim'e..for th© proper evaluation of academic record and 
f test scor^ ^ . 

(2) Have a personal interview with the foreign studeitt advifeor on the 
campus tc wiilch application is being iliade. • ; 

(3) Provide evidence of satis^fact^ory English language fluency/ 

'Foreign students whose te^t scoVes ahd academic .records indicate defi- 
ciency in English language fJLueiicy wiii^ be admitted as special students 
while they take appropriate courses deslgjrted to improve their language 
fluency sufficiently to benefit jfrom regulk*^ courses. i 

'(March 19, 1954; March' 3, 1964; November 16, J.967,^ May*19, 1972; . 
# June 6, 1973) ^ ' 

- 1 y ' • ■ 

SPECIAL STUDENTS * - . » 

a. Criteria * * > . 

Students who have completed their high school requirements, or who are 
beyond noj^l high school age, and who feel that they can benefit from 
the prbgrams of the College, are admitted as special students to enroll 
in coll^feM courses. ^fStudents who ^re within'^ normal high school age and 
have noti^ompleted their high schdol requirements are normally admitted 
to the College only folXpving completion of the eleventh grade. Adtn;Lssion 
is granted either. \3ijLth a letter 6f permission from their principal, waiv- 
ing for them the cpmpLe^iM of the final high school year, or in the 
early placement progra^lf o/?the College. ^ Special students , are ^not 
candidates for a degree or Certificate, but may so qualify by fulfilling; 
the admissipn re<iuiifements for a matriculated, student. ^ 

b. Admissibn Procedures 

' Applicants for admi.ssiort as special students nfust meet tne ISollowlng 
requirements : ' t v ^\ 

. ' ^ ^ ^ . ' ; * 

(1) File an applicafcLoi^^ ^ . ^ 

(2) Submit evidence of eligibility if they wish to enroll in more 
than two courses concurren/tly : 

Oa) Those attending college during the semester prior to appli- 
cation must show evidence that they are not under suspension 
at^their former institution. ^ Students urider suspension ar^ 



^ ^ 9.104 



restricted in enrollment to two coupes until they satis£y 
retjuirements for terminating acddecpac restrij^ion. - ' 

(b) Those atttoding high school during the semester prior to' 
application, and who did not graduate, must 6how evidence 
of satisfactory academic status at the afor'esaid school. 

* 

(c) Evidence for the above may be in the form of grade reports 
or a letter from the principal, dean or registrar, ot a 
facsimile of diploma, ox a transcript Of ^the. academic record. 

c. Foreign Students • 

Foreign students who, because of deficiency in English language 
fluency,* are admitted as special students may be limited to 
enrolling only in those courses designed to improve their language 
skills. 

(March 19,1954;March 3,1964;June ll,1966;June 6,1973) 
9.104. EQUIVALENCY STANDARDS ' , - ' 

An applicant who furnished high school equivalency through tests of 
General Educational Development must attain scores which correspond to 
the Stkte of Maryland's regulations for receiving high school equiva- 
lency diplomas. ♦ 
' ^ ' (May 19, 1972) 

9.12 . ADMISSION OF' STUDENTS WITH ADVANCED STANDING 



An. applicant for admission with advanced standing is subject, to the 
provisions of Regulation 9.211 - 9.215. 

(March 19, 1954^ July 15, 1969) 

*9 . 15 READMISSIONS 
9.151 V INTERRUPTED ENROL]:>IENT 



4 



Students who have interrupted consecutive enrollment in the College for 
any reason must file with the Director of Admissions an application for 
reenrollment which must be approved by the appropriate campus admissions 
committee. ^ 

(May 26, 1949; Mar. 19, 1954; fl&r.l2,1964; June 10,1968) 



9.152 * STUDENTS ON ACADEMiC RESTRICTION 



V 



Students, who at the end of the previous semester were placed on 
academic suspension by their former institutions, wil'L be admitted 
t\) the College on academic restriction. Also, Montgomery College 
students' who fail to meet required cumulative quality point averages 
will be placed on acatfemic i*estriction . t> ' 



\ 



ErJc ' . • V 



I 



154 



b. Students academic restriction are permitted to enroll for no 
V- j^njore than two courses duiring any semester in which they are on 
<^ restriction. Academic, restriction is terminated when' the student 
earns a grade of "C" better in each course taken during the 
semester on restriction, ox: increases his cumulative qilSlity 
point average to the required level. 

CApr.l5,1948;Mar.l9,1954;May. 15,19^4; June 11,-1966; July 15,1969; 
July 2,1970;June l,1971;June 6,1973) 

' ^ ^ • / 

9. .154 ADMISSIONS DECISION - ' / 

' ' ' ' ^ ' ! 

The decision in all cases of admission and readmissiong will rest with 
. the appropriate c,|ampus. admissi-ons^ committee. ^ ^ 

(May 24,1956; June 11,1966; J^^n.4,1968; 'Jnly 15,1969; Jan. i; 1971)^ 

9.21 EVALUATION OF ADVANCED CREDITS ' . 

9y^ll .WORK AT OTHER INSTITUTIONS; 

^ Credits earned at other institutions of recognized collegiate gtade pre 

accepted for advanced standing., subject to the conditioi^s of Regulations 
9.212, 9.213,-972137 9.218. - 

9.212 CREDIT FOft.WORK AT AND REQUIREMENTS WAIVED BY O'THER INSTITUTIONS 

a. Credit earned at any institution shall be .transf eral^le as long as 
^ ' that credit was designed specifically for a college program, and 

providing its acceptance is 'consistent with the policiefe governing 
Montgomery follege students following the same program. Transfer 
of credits from terminal (^areer) programs shall beJ|Bvaluated on a 
course-by-coursd ba^is. Credits earned with a "D** 'shall be accepted 
pj^vided the studetit has earned a grade point average eqijivalerit to 
f . at least a "C" from" the sending* institution(s) . 

A ^ • ^ * , 

b. If a student is- granted a waiver 'of a course by virtue of his 

r proficiency in the area, the waiver will be honored. A waiver is 

the exclusion of any course from a given graduation requirement but 
is not a reduction in the* humber of credits required for grad.uation. 
(May 26,1949; May 6,1952; Ja^,1968; June 6,1973) 

9.213," NON-EQUIVALENT COURSES . 

Course content must be equivalent to the corresponding course offered 
at Montgomery College. At the^ discretion ogf the campuS^ ^^egistrar a 
maximum of eight semester hours of credit may be granted for non- 
equi'valent courses. \ 

(May 6v4952; JUn^ 10,1968) 

9.215 CORRESPONDENCE COURSES * * 

No transfer credit will be allowed for correspondence courses excepts 
as specified in Regulations 9.291, 9.292, and 9.294. 

(May 6, 19^2) 



9.216 



V 



9.216 QUALITY POINT AVERAGES 

Grades for courses transferred^f rom other institutions are not included 
* in determining quality point averages. \See Regulation 9.441. 

(March 12, 1968) 

9.217 CREDIT BY EXAMINATION * . 

In departtnents offering credit by examination, students may i<eceive credit • 
under this regulation for courses successfully challenged. Departments 
may* elect one of two /grading options: ^ ^ 

a. The grade of will be used ta indicate thBit ^the student has passed 
^ the exakLnation with a grade of "C" or better. ' The grdde of "P" will 

^^^^ not be figured into a cumulative point average. 

(June 14, 1974) ^ ' ^ ' 

b. The gradesiof ."A", "B", or "C" may be earjs^. These grades will be 
figured into a Cumulative point averg^g€<^ 

(May 19, 1^)' 

9.218 MAXli^IUM HOURS • . ' / 

V 

The maximum credit earned by national testing service examinations and/or ^ ' 
transfer from other institutions cannot exceed 45 credit hours. However, 
in some curricula 4. specified number of credits in the Wjor field, beyond ^ 
the minimum* indicated above, most be successfully completed within the 
department at Montgomery College. 

/ (May 19, 1972; June 14, 1974) . ' ' ^ 

9.29 CREDITS GRANTED FOR WORK DONg WHILE IN THE ARMED SERVICES 

.-V # . _ 

9.291 APPLICABLE CONDITIONS 

' f 

Students who have served in the U.S. Armed Forces will be granted college 
credits undej the conditions specified in Regulations 9.292, 9.294 and 9.295. 

(September 9, 1949; May 11, 1951;. July 15, 1^69) -.^ 



r 



9.292 BASIC GUIDE \ V , 

All evaluations of credits shal-i" be made on the basis of recommendations 
issued by the American Council on Education in its ''Guide to the Evalua- | k 



tion of Educational Expetriences in the Armed Services". 

(September 9, 1949; May 11, 1951) 

9. 25^4 CORRESPONDENCE COURSES 

Credit may be granted for correspondence courses taken under the U.S. 
Armed Forces Institute only when they are completed, with final examina- 
tions, before the student matriculates, at Montgomery .College. 
(September 9, 1949; May^ 11, 1951) 



*The word 'minimum' as used in this'academic regulation ^is construed to mean the 
required number of credit hours for a Curriculum less 45. 
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9.295 MAXIhpi CREDIT • , 

. ^ The campus registrar ^hall not grant more tha^ a total of 24.-hours credit 
- ' for U. S. Armed Forces Institute courses and service-training courses. 

' (September 9, 1S49; May 11, 1951) 

9\30 THE DEGREE OF ASSOCIATE IN ARTS • ' , ^ • " . 

9.301 CREDIT -REQUIREMENTS ■ • ' • - " 

To qualify as a candidate for ttte degree of Associate in Arts, ^ student 
must have eamed the following: • *^ 

' * (May 19, 1972)* 

a. A minimum pf 60 hours of academic credit which mus't include all ^ . 
courses required in the curriculum elected by the st€dent"or such 
alternate courses as are specifically required by the college pr \ 
university to which the student wdll transfer. 



b. One semester^ hour of college orientation. This requirement ma^ be 
waived if the student) enters with six qr more semester hours of 
advanced standing or if in the judgment of the academic advisor and' 
the appropriate a&socikte dean of students the student has experience 
equivalent to one semester hour of orientation. 

' (January 4, 1968) . - . 

c. Unless the curriculum in which the student^as matriculated requires 
more PE courses than the following, then: » 

(1) Students who matriculated prior to 1S73-1974 are required to take 
\ one semester hour of- HE 100 and three semester hours of PE 101 

^through 144. * * ' • 

, \ 

(2) Students matriculating in 1973-1974 are required Do take one 
semester hour of HE 100 and two .semester hours of PE 101 through 

' s,144. . 

(3) Students matriculating thereafter are required to take one 
semester hour of HE 100. 

This requirement does not apply to, part-time students nor those 
students who meet exemptloiv^^jGefiditj^ns for granting of waivers 
as specified In Academic R^giSLatlonNS .343. 

(Apr. 19, 1947; Jaji.14,1948; u/ne 18,l948; Apr. 19, 1949; May 25,1961; 
June 15,1962; June 12,1963;^p^ne 5,1967; June 6,1973; June. 14,1974; 

9.302 POINT AVERAGE REQUIRED- r-- 

To qualify as a candidate for a certificate or <he degree of^ssociate 
in Arts, a studeifit must have a minimum cumulative point average of 2.00 
in the curriculym in which lie is engaged, _ 
^ (April 19, 1947; Jan. 4, 1968; June 1^ 1971; June 14, 1974) • 




*9.312 TRANSFER TO ANOTHER COLLEGE . * , 

With the approval , of the campus ^registrar, a student may be admitted to 
Candidacy for' the degree of Associate in Art^ who has completed at 'least 
three semesters of fuli-time attendance at Montgomery Coflege ^and who 
later earns no more. than eight semester hours* of required credits at 
another college to which he transfers. Approval by the campus registrar 
must, be obtained in advance of , transferring; each applicatipn will be 
conQldered on its merits by the registrar; and the registrar *may specify 
the length of time within which the work must b^ completed, and may specify 
the particular courses to be completed. ' ' ' . * ' ' 

(Feb. 2, 1949;) Jan. 4, i968; June 10, 1968; July 15,1969) - 

*9.32 TRANStyiTROM ANOTHER COLLEGE 

Holders of an associate or higher degree who wish, to earn an Associate in 
Arts degree from Montgomery College must complete a minimum of ohe-half of 
thejtotaj^^f 'credit in a curriculum at Montgomery* College. Transfer of 
credits from another institution will be governed by the regulation'fe Of the. 
College. In order for the stucient to earn a degree, transfer credits must 
be complemented by the balance of the course requirements for th^ 
* curriculum in which £he student matriculates. 

; / (April 4, 1967; Jun^^O, 1968) 

9'. 34 ' GENERAL REGULATIONS CONCERNING GRADUATION ; * • ' 



9.341 FILING APPLICATION 

;> 

' Candidates must file application for candidacy with the campus registrar no 
'later than November 1 for Fall graduation, April 1 for Spring graduation, 
and July 15 for Summer graduation. 

: . (June 18, 1949; >t^rch 9, 1951; January 1, .1971) 

9.343 PHYSICAL EDUCATION WAIVER 

* A student who presents a physician's certificate is exempt from activity 
courses PE 101 through 144.' (Also, see AR 9.72, Substitution of Courses.) 
(June 5, 1967; July 15, 1^69; July 2, 19,70; June 14, 1974), 



*9'. a5 REVIEW OF ACADEMIC STANDING 



At any time prior to graduation, a student may request the campus registrar 
for a review of his academic standing and for a report on his qualifications"^ 
for graduation* * , ' - " • . 

(June 19, 1948; February 20, 1968) 
.1' • ' ' 

9.36 HONORS s • . - 

A candidate for graduation Jhose final cumulative point average is 3.40" or 
higher will be graduated *Vith honors**., 

(June 18, 1548; May 26, 1949; February 20, 1968) 
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*9.40 GRADING SYSTEM AND ST^ARDS 

*9*401 GRADING SCALE 

a. The following grading system Is {ised: 

lde/ Standard 

A Superior 

B Good 

C Average 

D Pass without recommendation 

F Failure 

L . Incomplete 

P Pass (Credit by Examination) 

R Registered for audit 

W Withdrawn 

X In Progress 



Quallt/ ?olnt§ 

4 
3 
2 
1 
0 

None ^ 

None 

None 

None 

None 



b. Semester hours of credit In which a grade of A, B, C, D, or P'has been 
received are defined as "earned" semester hours, , 

• (May 19, 1972) 

c* Semester hours of credit In* which a grade of A, B, C, D, or F has-been 

received are defined as '^attempted" semester hours, 

(May 19, 1947: "June 18, 1949; May 11, 1951; May 5, 1960; 

June 11, 1966> July 2, 1970; June 1, 1971) 



d. The grc*ae of* P may be used by departments for courses In which credit 
by examination Is given. This grade Is not Included iivdetennlnlng 
cumulative averages. * 

(May 19, 1972) 

*9.411 "INCOMPLETE" GRADE 



^If the grade of "r" (Incomplete) Is assigned by the Instructor, the work 
must be completed within the four weeks following the beginning of the next 
full semester unless the Instructor notifies the registrar's office that an ^ 
extension has been granted. In which case he must sp.eclfy the new date cf com- 
pletion. When* the work Is completed, the campus registrar will record the grade 
as assigned by the Instructor. If no grade Is received by the specified date, a 
grade of "F" will be recorded. Under normal circumstances this period will not 
be extended beyond the end of the next full semester. 
, (April 19, 1947; Jan. 14, 1948; March 19) 1954; February 20, 1968; 

^ July 2, 1970; June 1, 1971, June 20, 1975) 

*9.412 "REGISTERED FOR AUDIT" GRADE ' 

Subject to Regulation 9.648, the grade of "R" (Registered for Audit) will 
be recorded, If the student so requests, (a) at the time of registration, 
If approved by the Instructor or (b) before the end of the eleventh week. 
If approved by the" Instructor . In special circumstances a student may ^ 
appeal In writing to , the campus committee on academic appealstfor per- 
mission to change to audit. Student's registered for audit are entitled " ^ 
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9.413 



to participate in all course activities* but receive no credit. 
(J^n.14,1948; June 18,1948; Apr.22,1955; May 5, 1960;^ne 15,1962; 
' June 9, /l968; March 12, 1968; June 1, 1971; June 6, 1973) ^ 



9.413 IN PROGRESS GRADE 

The grade ^of "X" may be awarded only in those courses which are designed 
for students proceeding at their own pace. If by the end of the semester 
the student has not completed the objectives or the requirements of the 
cour^^-lhe may be awarded the grade of "X". A passing grade will be 
awardecj^in a subsequent semester, provided that the student has re-regis- 
tered for and met the obj ect ivies , of the course in which v the grade was 
« awarded. 

(June 1, 1971;- May 19,^1972)' 

*9.42 . FI NAL GRADES ^ ^ f 

The semester grade as repotted to the campus registrar at the end of the 
semester is final and will not be changed except on the. written acknowledg- 
^ ment by the instructor that there w^s an error in computation or recording. 
In no event will such a change be made^later than two months following the 
close <5f the semester in which the grade was originally issued. The elose 
•of the semester is the last day in the academic calendar of a given seinester 
that final examinations are officially scheduled* This regulation does not 
app?.y to the grade 'T*. ' * * 

(July 2, 1971; May 19, 1972) - 

9.43 MID-TERM GRADES ( ^ 
*9.431 AVAILABILITY * 

In the week following mid-semester examinations, students may obtain mid- 
semester grades from their advisors. 

(April 19, 1947; Jan. 14,1948; May 26,1949, Mar. 12*; 1968; July 15, 1969) 



9.432 SUBMISSIOir 

- ' Mid-semester grades of all students shall be submitted to the campus 

registrar. 

(April ,19, 1947; Jan. 14,1948; May 26,1949; Mar. 12, 1968; July 15, 1969) 

*9.44 QUALITY POINT AVERAGES 

*9.4A1 SEMESTER POINT AVERAGE 

A semester point average is the total number of quality points earhed in 
a particular semester or summer session, diviSed by the total number of 
attempted semester hours for that seirifester. 

(April 19, 1947; June 11, 1966; July 15, 1969) 

*9.442 CUMULATIVE POINT AVERAGE . ,^ . • ' 

\ ' • • 

A cumulative point average is the total number of quality points earned 
in all semesters and summer sessions, divided by the total rtumber of 
attempted semester hours in all semesters and summer sessions. In repeated 
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courses only the last att-enqjted hours will be'xcooputed in "the cumulative 
average. \ 

(April 19,1947;June 18,1948;June 11,1966; JuH.y l5,1969;June 1,1971) 



*9.443 GRADES USED 



a. Final course grades exclusively are used to compute quality point 
-averages; Grades for courses transferred from other institutions are 

. not included in determining quality point averages. For all purposes 
of record and reference, the cumulative point average' does not change 
■at any titae except at the close of a semester. 
(April 19, 1947; June 18, 1948;- March 12, 1968; July 15, 1969) 

_ b. Every grade received is included in the student's traftscript, but only 

his last .grade in any course repeated will be computed in his cumulative 
pcrint average. Stpdents who repeated a course or courses .prior to the 
fall of 1971 may, upon their request to their campus registrar, have 
their cumulative point average recomputed in accordance with this 
regulation. ^ 

(April 4, 1967; June 10, 1969; June 1, 1971; October 14, 1971) 

c. The grades of "W", "R", and "P" are not included in an/ quality point 
average. i ^ r 

(May- 19, 1972) 
9-^5 PREREQUISITE IN THE ALLIED HEALTH -PROGRAMS 

A ^rade of "Q" or better is required in certain allied health courses 
related to clinical competency, in order' to register fn the subsequent course 
} (June 14, 1974) 

*9.46 HONORS - DEAN'S LIST 
♦9.461 ELIGIBILITY 

To be eligible for the Dean's List a student must have a sedlester point 
average of 3.40 or higher and must have carried five pr more semester hours. 
(April 19, 1947; January 14, 1948; May ,?F, ~ 1959; Ma'rah 19, 1968) 

*9.462 COMPOSITION • , 

The Dean's List shall be divided into full-time and part-time students. 

(April 19, 1947) . 

*9.50. ACADEMIC STATUS 

*r.'50i 'criteria used . ' 

a. At the. close of any semester or su^er session the academic status of 
every student shall be determined by the standards set forth in the 
following table: 
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oLuaeni. is in \ 






Total 


good academic \ 


Student is placed * 


Student is 


cumuxa u ive 


buanaing ii ^ \ 


on p V voa u xun xi. 


nl flPPH on . 


semester tiours 


cumuiauive quaiiuy 


cuuiuia ui ve 




attempted 


. point average * 


poinc average is 


^ L c o u r xc u xun 




equals or exceeas 


i6Sb unan 




1-5 


0.0 






6-10 


0.5 


0.5 


0.3 . 


11 - 18 


1.5 


1.5 


0.5 


19 - 32 


1.7 


• l.V 


1.0 


33 - A5 


1.8 




1.2 


46 - 65 


1.9 


1.9 " 


1.5 


66 and above 


^ 2.0 .' - 


'2.0 


1.7 



(The above is portrayed graphically on the following page.) 

' ' (June 5, 1967; July 15,1969; June 6, 1973) 

Probation as, illustrated in the above table shall not appear 
bn the student's permanent rejcord card but will be shown on 
the grade report as warning information to the student and • 
as a guideline for inter-collegiate athletic participation. 

(June 5, 1967; June 10, 1969) , V 

c. Any student earning a current semester average of 2.0 or higher 

will not be placed on academic restriction at the end of the current 
semester Regardless of his or l)er cumulative grade point average. 
; (June 10, 1969, June 207 1975) 

*9.502 WORK AT OTHER COLLEGES ■ / 

A student's probational s-catus shall not be changed by courses taken 
at another college. 

(April 15,1948; May 21, 1959; July 15, 1969) 
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DETERMINATION OF STUDENT STATUS 
(June 5, 1967; June 6, 1973) 



Students whose average In this 
ft 

area are In pood standing. 



1.7 



i.a 



I M m 1 1 



1.5 I Probationary 
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^ Credit Hours Attempted 

*9.60 REGISTRATION CLASSIFICATIONS ^ ' ' ' 
*9.601 REGULAR STUDENTS' 

A regular student is one who has been adndtted to a degree or certificat 
curriculum. A regular student may bB either a full-time or a part-time 
student . ' _ ' . 

(June 11, 1966; July 15, 1969; January ^1, 197U- 

*9.602 FULL-TIME STUDENTS v * , T ^ . 

A full-time student is a regular student who is enrolled for 12 or mow 
credit li^ours or their equivalent. • ' 

(June 18,19A8;May 2A,1956;June 21,1963;July 11, 1966: July 15.;1969; ' 
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*9 . 603 •• tART-TIME STUDENTS 

A part-time student is a regular student who is enrolled for ho more than 
11 semester hours for credit. . 

(June 11, 1965; June 11, 1966; .July 15^ 1969) 

*9.604 s'OPHO|[pRE STUDENTS ■ ^ ^ 

A sophomore student is a regular student who has a minimum of 2-8 earned 
semester hours. ^1 other regular students. are freshmen. K 
(June 18, 1949; June il, 1965; Juna 11, 1966; Ju^-y 15, -1969) ^ • 



*9.605 SPECIAL STUDENTS 

-A special student is one who has been admitted under academic regulation 
9.102. , " . ■ ' 

(June 11, 1966) 

*9.61 LATE REGISTRATION "and CHANGE OF PROGRAM ' 
*9.611 LATE FEE' 

All students are expected to register on the dates listed. in the college 
Calendar. For registering after those dates, a late fee of five dollarfe 
is charged. . . 

(April 19, 1947; June 18, 1948) 

*9.612 ADDING COURSES'- ' " ^ 

No course may be added after the first week that a class beings except by 
pe-rmission of the instructor in the course. The last date to add a cour^ 
• will be no later than the last day of the fifth* week of classes for all 
courses bf norjnal ^semester length. If a department requests a course change 
in order to place. a student in a course commensurate with the student's 
ability, then academic regulatit)n 9.612 does not apply. This regulation, 
- * * "therefore, would not be applicable to self-paced courses. 

(Apr.l9,"l947; January 14, 1948; June 18, 194&; June 20, 1975) 

*9.613 CHANGE FROM AUDIT TO CREDIT ^ ! \ 

Before the end of the fifth week of clashes a 4tudent registered for audit 
> (iO may change to credit with the consent of the instructor. 
; • V (June 9, 1965; Mafch 19, 1968) 

*9.62 ' REPEATED COURSES 0 

A Student may not repeat for credit a course' in Which he has received 'a* 
.grade of A, C, or P. ' 

n (May 19, 1972) 

,9.63 ACADEMIC- LOAD . 

9.631 MATRICULATED STUDENTS 
\ • . 

. Matriculated students may not enroll for more than 19 hours in one semester 
except by permission of their academic adviser and associate dean of studentd^ 
(May 26,1949; June 11,1966; Mar .19, 1968; July 15, 1969; June 6, 1973) 



9.632 



9.632 SPECIAL 




ENTS 



A special student may attempt no more than two courses in any one semester 
except by permission of the associate dean of students. 
(June 11, 1966; March 19, 1968; July 15, 1969) . 

^ 

*9,M WITHDRAWAL FROU CLASSES 

V. ' 

*9.64X CONSULTATION 

A student who wishes to withdraw from one or more courses shall first consult 
With his advisor, who will sign a "Change in Schedule" form. A student who 
wishes to withdraw from all dlasses shall consult with a/ counselor. Although 
^the f inal decision of droppiilg rests with the student, hia advis r or a 
counselor may at his discretion require the* student to confer with his 
inatructbrs before signing tnfe."Changfe of Schedule" form. The student will* 
then file this fprm with the pampus registrar. 

(January 14, 1948; May 12, 1953; April 16, 1968; July 2, IBJO) 

*9.642 FORM REQUIRED 

It shall, be the responsibility of ^the student to file the approved "Change 
in Schedule" form with the canlpus registrar. If a student neglects to 
follow the official withdrawall procedure and merely cea$es to attend classes, 
the grade of "F" will be recorded at the end of the semester. 
^ • ^January ,14, 1948; JunejlS, 1948; May 12, '1953) 

*9.643 RECORDING DROPPED COURSES 

Courses officially dropped befote the (#i of the. fifth week of classes will 
not be Included on the student *b permanlnt record or on official transcripts.^ 
(January 14, 1948; May 26, 1949; July 15, 1969) 



*9.644 TIME LIMITATIONS 



[ 



, '^0 course may be officially dropped after the 11th week of classes, EXCEPT 

that complete or partial withdrawal may be made upon evidence certifying 
to one of the following conditions: (1)^ Voluntary enlistment in the Arm^d 
Services; (2) Involuntary enlistment as the result of Selective Service; 
(3) Withdrawal requested on grounfls of ill health and supported by medical 
certification; arjd th^t (4) Under Ispecial circumstances a student may appeal 
in writing to the campus committee on academic appeals for permission to 
withdraw from classes. I 

(May 12^1953; May 5,19*0; April 4,1961; June 15,1962; June 10,1969; 
.\ ' July 2,U970) 

*9.645 GRADES ASSIGNED ' , » • 

If a course Xb dropped after the fifth week of classes and before the end 
of the eleventh »week, ±he grade of "W" will be recorded'. 

(July 2, 1970) ^ ; . . * 
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*9.646 WITHDRAWAL DATE • . . ' - ^ " 

The o'fficial date of withdrawal is the date oii which the 'completed "Charfge 
in Schedule" 'form is filed with the campus registrar. No "grade will be 
reported by an instructor before this date, and thife student is responsible 
for all assigned course work up to date. • ? . , 

(June 18, 1948; Mav 12, 1953) 

*9.648 EXCESSIVE ABSENCES 

If the student is dropped by the instructor for expessive' absences according 
to academic 'regulation 9.823 during the first 11 weeks, academic regulation . 
9.643 or 9. 645, shall be applied. If the student who is registered for 
credit is dropped by thd instructor for e^essive absences according to 
academic regulation 9.823 after th^ elevehtt} week, tfie grade o£ "F"^shall be 
recorded. If the -student who. is registered for audit is dropped by the 
instructor, tlie grade of "W" shall be recorded. • ^ . 

(Jan. 11, 1957; June 15,1962; June 11,1966; July 15, 1969; June 6,1973).* 

9.649 DROPPING UNPREPARED STUDENT / • 

In the event that a student registers for a course for which he la6ks 
the prerequisites as designated in the college catalog, the instructor, 
*aft4r consultation with the student, may drop the student from tne course, 
' immediately notifying the registrar of his decision in writing; this 
action to be taken within thq, first five weeks of the senSester . The . 
instructor's decision may be appealed to the appropriate department . 

chairman. * , * - 

(/une 14, 1974) 

9,70 ACADEMIC PROGRAMS . 



9.70L CURRICULUM REQUEST 

Each regular student will request a specific curriculum at the time of 
' application for .admission. This request is subject to approval of the 

• appropriate campus admissions committee. The student will remain in 

this approved curriculum unless it is changed by official action J.n 

accordance with 9.704, 9.706,' and .9.708. 

(November 3, 1948; June 11, 1965; April 16, 1968; July 15, 1969) 

*9.702 ADVISER / ' ^ 

^ The assoc*iate 4ean of students will assign each student to an academic 

' adviser at the time pf acceptance and to'a student personnel counselor 
during his fl^st semester. 

(June 11, i965; April 16, 1968; July-15, 1969; June 23, 1970) 

'hi 

*9 . 704 CHANGING CURRICULl 



A student who w<(6^hfes to change curriculums must submit to the campus 
registrar a* "Requ^^t. to Change qurticulum" form which has been approved 
iy his academic adviser, his sttideht personnel counselor, and adviser in 
the requested curriculum. 

(April 16, 1968; July 15, 1969; J|ily 2, 1970) 
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*9 .7Q6 APPROVAL 0^ CURRICULUM CHANGE ^ ^ ' . ' 

A student's "Request to Change Curriculmns" will be processed under on^ ' 
•of the^following, sections: 

a. The campus registrar may approve the change for the" campus com^giittee 
on academic appeals when the "Request", has been unanimously ^endorsed 
by the student's counselor, his-adviser, and adviser in the r,eque*sted\ 
curriculum, and the appropriate associate dean of ^students. 
(Juljr 15, 1969; July 2, 1970) 

b- When the "Request" has not received unanimous endorsement, the campus 
committee on academic appeals will consider the case on its merit at a 
hearing previously announced to'all interested .parties to the action. 
(June 18, 1948; Nov. 3, 1948; June ll,1965;Apr .16,1968; July 15,1969) 

*9.70£r CHANGE OF ADVISER 

A student whose curiricultm has been changed may be assigned to a new ^ 

adviser by the appropriate a^6,ciate dean of students. 

' (June 18,1948; Nov. 3, 1948; June 11,1965; Apr.16,1968^ July 15,1969) 

9.72 SUBSTITUTION OF COURSES 

9.721 authority" TO CHANGE . , . *" " 

. Only the academic adviser may change jurriculum requirements as provided 
for in acBi^emic regulations 9.722 through 9.726. 

(May 12, 1953; April 16,1968; July 15, 1969; June 1, 1971) 

* * 

9.722 CRTTERIA 

Courses subst^ituted must b^e: 

a. At the same level or higher than the course being replaced, (I.e. 100 
level courses for 100 level, 200 level for 200 level, 200 leyfel for 100 
level), and in the same general field (i.e. Socidl Science for Social 
Science, Humanities'for Humanities, Mathematics (Science) for Mathematics 
(Science) as specified in the current catalog. Courses not in these 
categories must be substituted under academic regulation 9*726.) 

(June 1, 1971) * 

b. Necessary to* fulfill requirements of the college to which the student 
intends to transfer, provided that all elective hours have already been 
used for this purpose. 

, (May 12, 1953; kpvil 16, 1968; July 15, 1969) 

..^ 9.723 * REC9RDING ' , ^ * • 

All substitutions must be recorded on the appropriate registrar's form, 
MC Form 9.723, at the time the* adviser grants them. 

, (May 12, 1953; April 16, 1968; July 15, 1969; May 19, 1972) 
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9. 724" 



9.724 SEMESTER-HOUR LIMITATION 



No mote than ni^ie semester hours^may be substituted in any curriculum, \ 
and these nine semester hours must be approved by *phe advisor. \^ 
/May 12,1953;Apra6,1968;July 15,1969;July 2,1970;June 24,1974) h 

9.726 EXCEPTIONS 

.Any substitution for curriculum course requiremtents not specified in 
regulations 9.721 - 9.724 may be approved by the campus committee on 
academic appeals. 

. (May 12,1953; April 22,1955; April 16,1968; July 15,1969) 
*9.82^ CLASS ATTENDANCE ^ ' 

*9.821 EXCUSED ABSENCES * - , . 

Students are expected to attend all class sessions except in cases of 
emergency (e.g., illness, death in family), or when participating in 
official college functions (e.g., field tr^.ps and athletic events). In 
these cases, or in^'the case of absence for special personal reasons, it 
is the student's" responsibility to confer with the instructor about^w.hether 
the absence is to be considered as excused. When determining i7hether to 
consider an absence as excused, the instructor may require such evidence 
as he sees fit and may consider the student's previous atteijdance record. 
(JanM4,1948; June(^ 18^1948; May 11, 1950; June 11", 1950) 

*9.822 "MAKE-UPS"" 

'Absences usual3>y cannot be made up, and permission for make-up, even when 
it is possible, will be granted only at the instructor's discretion. 
(January 14, 1948; June 18, 1948; May 11, 1950) 

*9.823 EXCESSIVE ABSENCES • • • 

When a student's unexcused absences have equalled the nximber of class 
sessions per week, the instructor may notify the associate dean of 
students, who will issue a.warning statement to the student. If, after 
the student has been warned, an additional unexcused absence occurs, the 
instructor may drop th^ student, and assign a grade According to academic 
regulation 9.648. ( ' 

(May 6\\^1952; Marcl^S, 1966; April 16, 1968) 

*9.830 ABSENCE OF INSTRUCTOR 

/• - In the event aii instructor does not^ arrive at the appointed class within . 

' 15 minutes after the time the class is scheduled to begin, the students 
% may assume the class will not meet that day. * 

(April 22, 1955; April 16, 1968) ' 



*9.85 CHEATINGcAND PLAGIARISE ■ 



\f a course inctruator feels that a cheating offense warrants action beyond 
the grade /penalty assigned, he may refer the case for disciplinary action 
to a committee composed of 'teaching faculty and gtudents. The members of 
the committee shall be selected in a manner prescribed in the governance 
document of each campus. 

. • (May 21, 1959; June 11, 1966; April 16, 1968; June 14, 1974) 

*9.9Q - RETITION AND APPEAL . • * * 

^9.901 PETITION PROCEDURES ^ 

At any time a studpnt believes that application of these regulations In / 
his individual case is unwarranted, he may petition for review and con- 
sideration by the campus committee on academic appeals. A written request 
. should be addressed to the chairman of the campus committee on academic 
appeals and submitted to the office of the associate dean of students. 
'The Student Personnel stkff will direct the completion of the petition form, 
advise the student concerning implications of the regulations or any change 
in status, and secuVe relevant facts and opinions of interested faculty, t 
The complete petition with the appropriate recommendations will then be 
submit ffed by the off-ice of the associate dean of students to the committee 
for consideration. Reg^u^ations concerning admission or readmission are not 
subject to appeal to the campus committee on academic appeals. Such 
regulations are governed by Regulation 9.154. 1 
i (June 18,1948; May 6,1952; June 11,1966; April 16,1968; July 15,1969)) 

9.902 FINAL ACTION BY CO>IMITTEE 

In appeal cases involving .egulations 9.20, 9.312, 9.341, 9.42, 9.411, 
9.412, 9.413, 9.501, 9.602, 9.612, "9.613, 9.63, 9.644, 9.646, 9.704, 
9.706, and 9.726,^ the campus committee on academic appeals. is empowered 
by the faculty to' act for the faculty. The appropriate registrar shall 
notify the student of the action taken and the committee shall notify the 
faculty via published minutes. 

(May 6,1952; March 19,1954; June 11,1966; April 16,1968; July 15,1969; 

July 2,1970) ' !^ ^ , 

i I 

FINAL ACTIO'N BY CAMPUS ASSEMBLY , , 

In appeal cases where the campus committee on academic appeals does not 
have the power to act for the faculty, the committee *shall review the 
case, and if it feels that the appeal should be granted, shall request 
campus assembly approval. If the committee does not feel that the 
appeal should be granted, the campus registrar shall notify the student 
of that fact. ' • 

(May 6* 1952; April 16,1968; June 10,1969) 




9.904 

V ■ . ■ • ' . ■ 

*9.904 FINAL APPEAL 

Any student whose petition is .not approved by the campus committee on 
academic appeals may, after consultation with his adviser, appeal to his 
campus faculty representative group, as defined in Paragraph 2.72 in the 
Constitution, by means of a written reqyest to the chairman thereof. 
(May .6,' 1952; June 11, 1966; April 16, 1968; May 19, 1972) 
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APPEIipiX A 
FACULTY 1!ANDB001C 



PROCEDURES FOR SUBMITTING COURSE AND CURRICUUJM PROPOSALS 
- TO THE CURIIICULUM COMMITTEE 




^The following section of the Faculty Handbr?ok .preparec^April 17, 1970 
and subsequently amended will set forth th^ approved procedures to^be 
followed when submitting new and revised cours-e proposals, ::s well as 
modifications of existing programs, to the (Jurrlculum Committee for 
review and approval. \ 

The curriculum materials also includ^ outline forma for such course 
and program proposals and curriculum revisions, along with an 
option-type curriculum extension format and the Curriculum Committee 
Checklist, to aid sponsors in the collection of specific information 
as required by the Curriculum Coinnittee, the Faculty Senate, and the^ 
President^ . 



Note: New pqjgram suggestions are to be filed with the Of fide of 

Program Development which will provide faculty sponsoVs of 
suph programs with all necess.aVy forms such as the' State- 
ai^proved 6-phase format, the guidelines for, the completion 
rof this instniment, and other materials as apptupriate. 
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MONTGOMERY COLLEGE * 



PURPOSES ; - 

1. To maintain the standards of academic excellence at Montgomery College. 
General Academic Guidelines 

a. AAUP 1940 Statement of Principles 

b. AAUP Statement on Professional Ethics 

c. AAUP^Statement on College and University Governance 

d. AMTP, aU , Joint Statement of Rights' and Freedoms of Students^ 



e. ''Philosophy" and "Objectives" statements in the MC Catalorf , as" 
revised. 



MARYLAND STANDARDS FOR TWO-YEAR COLLEGES 



1/ To insure an orderly procedure for submission of courses and curricula 
to the Curricu^lum Committee. 

3, To insure that the rights of al^l concerned in curricular matters are 
protected. . . g 



DEFINITIONS; 



1. "Curriculum Committer," V.Facuity Senate," "Department," "Department 
ChaijLinan," "Faculty," etd. -as defined by .current regulations in the ^ 
MC Faculty Handbook. amended, and including special chargesL to' 
committees VTherain appropriate. ^ v ^ 

2. "Curriculum:" a series of ^credit courses upon^thc completion 6f whi'ch, 
under State law and policy,, and the academic regulations of Montgqijiery 
College* a student receives academic recognition in the form of a 
certificate or dBgree of any nature. 

a. "New Curriculum" and "Curriculum Option:" 'A.new curriculum or 
curriculum option (prograit)) is any series of courses not pre- 
V viously listed anong the offerings of the college, and arranged 
in a sequence leading to a degree, or certificate. Including new 
majors in any degree program already established. 
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"Revised Curriculum:" A curriculum for which changes in requirements, 
courses, distribution of courses, credit hours, etc, are requested, 

3. "New Cpurae:" A course never before offered at Montgomery College. 

"Revised Course:" A course for which sul!)stantive changes in objectives 
and/or content are proposed, including changes in prerequisites, hours, 
^ etc, 

^ w 

5, The terms "Newi* andjfor "Revised Course" JLnclude all Qour^es offered for 
academic credit, and such non-credit courses which students* are advise.d 
to take (e.g. English for Foreign Students, Review Mathematics , etc.) in 
conformance with 'ittfetitutloil^l policy. • 

6, ' "Revised Course Description:" A coarse. fot which changes* in wording are ^ 

requested which^are not subst^antive. 

J* "Sponsor:" Any person who initiates a course or curriculum' proposal, 
including the. Director of Program Development in the case of New 
Curricula (fc Curriculum Options, according to procedures established by ► 
the. Curriculum Committee or the Program Development— Procedures as 
appropriate. 

6. "Originating. Campus:" The campus from whence a proposal originates. 

9. "Other Campus:" The campus other than that from whence a proposal 

originates; in the event that more than two campuses of Montgomery College 
are established,' read "campuses." ^ ' ^ 

C6LL6GE GOVERNANCE : 

These procedures are to bfe interpreted 'in conformance with any cliange in colleg^ 
governance .yhifch may be adopted subsequently' 

1, (•^Normal Procedure" indicates the process of submission to the Curriculum 
" Committee of a proposal which 'is not challenged by a departti^jj^ . ) 

A. New curricula jor Curriculum options are presented first to the Office 
of Prpgram Develbpmetit following procedures established in the new 
.Program Development Prooledurfes adopted by the Curriculum Committee, 
Faculty S'enate,-* and President effective April 1972. The format described 
in the Sta't6 Board for Community Colleges Program Proposal Manual will be 

. used for 'the .submission of new curricula and curriCulurfi options. Copies 
'''of the PrograSn Proposal Manual' may be obtained from the Office of Program 
Development* ^ . - ' . 

B. Curriculum revisions, new curricula and curriculum options as detailed 
in A above^ ,and new cci.irrses, revisefl course||Land revised course 
description's shall be submitted to the, Curriculum Committee under 
procedures in this document. . '/ * 

C. The Curriculum Committee will offer a workshop for sponsors of new and 
revised course proposals and 'revised curriculum proposals. The dates, of 
these workshops will be announced on each campus at the beginning of the 
fall setpester. ' • , 



fhe Curriculum. Committee res^^rves the rightntcnhrfuse to consider any 
proposal whose spoyisor Has not followe4 the pi^ocedures below to' the 
Committee's Satisfaction. , ^ a 'J ' ' 1 • 
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1. The sponsor shall submit three (3) copries of the typed proposal, prior to 
stenciling, to the Office of Program Development for a preliminary, technical 
examination. The^ deadline date for this submission will be announced at the 
beginning of the fall semester. 

2. When the technical examination is completed, the sponsor shall submit the 
proposal, as amended, to the chairman of the appropriate department on each 
campus, who sliall forward the proposal to the, faculty of the department. 

3« Upon favorable vote of the departments, notification of which must be sertt 
to the <:hairman. Curriculum Committee, the sponsor and department chairman 
shall.revi.se, if .necessary , the proposal for submission to the Curriculum 
' Comnittee.^ * ^ • • 

4. The proposal shall conform to the format established by the Curriculum 
Committee, except that in the case of revised curriculums, depending on 
the extent of the revi^Iton, it may also be necessary to submit the revision 
to the State Board for Community Colleges for review following the format 
described in that agency's Program Proposal Manual. Sponsors should 
remember that a majority oi those reading and passing upon proposals are 
not familiar with either the proposal or the academic field concerned, and 
should therefore insure that the proposal is well explained on paper; this 
will save much time at Curriculum Committee and Faculty Senate meetings. 

L 5. The sponsor shall forward the proposal and a Curriculum Committee Checklist 

i to the chairman of the department sponsoring the course and the corresponding 

I ' department chairman on th^ other campus (es) for review and concurrence or 



comments. The proposal^nd the checklist containing the comments or con- 



L currence, of the department chairman is forwarded . to the appropriate division 

^ chairman or Academic Dean for review concurrence, or comments. The 

proposal containing t"he concurrfiTnce or comments of the department chairman 
and appropriate division chairman or Academic Dean is then forwarded to the 
campus r^ean for final review and concurrence or comment. 

6. The checklist, containing the above concurrences and comments, is. forwarded 
by the campus dean to the chairman of the Curriculum Committee. 

••7. Twenty (20) mimeog^aph^ copies of the proposal are forwarded' to the 

chairman. Curriculum Committee, who 11 distribute the proposal to members^ 
of the committee. (Stencils should be saved by the ^sponsor for additional 
copies which will be required later in the processing^)' 

8. An Information Sheet will be prepared by the Office of Program Development 
and sent to all department chairmen on each campus to provide them with the 
information and the opportunity to comment on the proposal to the chairman . 
of the Curriculum Committee, or the Office of Program ^l^evelopment when 
appropriate. • 

9. The chairman, Curriculum Committee, shall place the proposal on the agenda 
for a regular meeting according to the receipt of the proposal, i.e., fiMt 

'come, first served. The chairman shall notify all concerned of the meeting 
at which the proposal will be considered. Department chairmen will receive 
copies of the meeting- announcement to distribute to their faculty. 
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10. The dep?irtment chainr^an o£ the originating' campus normally presefits the 
proposal al' the meetir^g, together with the sponsor. 

IK After discussion, the proposal will be voted upon* 

a. If the proposal receives a favorable vote,' it will be presented to 
the Faculty Senate according to its calendar. The proposal is pre- 
sented by the chaii-inan. Curriculum Committee, who will notify the 
sponsor and department chairman of the Senate meeting jo they may 
also support' the proposalj/. • • 

b. If the..proposal receives an unfavorable vote from the CuriicuUTm 
Conwittee, the sponsor at^d/or aepartment .cha • rman uay appeal ^he vote 
to the Faculty Senat^ However, they shoul-d b«ar in mind "that the 

• Curriculum Committee has.prinary responsibility for accepting o j , 

reje9ting proposals. Appeals pi*ocedurfS are estciblished^bv che 
Faculty Senate. ^ / ^ 

c. The Curriculum" Committee's decisions will not be overridden .by t'le ' 
Faculty Senate except foiv compelling reasons. Hcswever, wh<?n the 
Curriculum Committee and the Faculty Senate are' in disagreement on 

a proposal, they shall mfeet jo"ilitly and resolve the pjoblem. ' ^ 
'•' ' * ^ 

12. Upon* reaching a tfecis^on, but no lateis- than June'l, of ^ach year, the 
results are forwarded by. the Faculty Senate to the Ere'sident for his ' 
consideration.- The decision of the Faculty 'Senate will not be over- 
riddeh by the Ptesident except for compelling reasoi^s which will be 
stated in detail in writing to the Faculty Senate^ and the Faculty 
Senate shall bfe provjjjed an opportunity' to respond. In tKe event of 
failure of j;he FacutW Senate 'and ^he President to agree, the President 
will infortn the Board*of Trustees regarding the actions taken by the - 
Faculty Senate and>4;he President, and the Board will >t^ke appropriate 
^ actions. ' / >. / ' ) • ' " 

II. PROCEDURES IWOLVINp otSAGRE^H^S BETWEEl^ DEPARTMENTS, AND OI^H^Ir DISAGREEMENTS. 



/ 



A. GENERAL STATEMENT-, .As an institution of higher learning, Mohtgoraery College' " ■ ' 
is as much a .forum for hertodoxy as 'other academic institutions; Indeed.* the 
contributions *x>t all memb^ers of' the academic community are sought in curricular 
decisions on the .assumption that a diafledtic process will produce the finest 
results dn terms of ''service to^'the Student arising from the integrity of / 
academic disciplines. 'From time^to time, disputes concemin^^indiviJual 
courses and curricula appe^ar, and these are a natural condition of the academy. 

1. The procedures ^contained herein are designed to resolve dispute^i keeping . 
in mind the gqal of service to the student arising from the integrit^^r of 
the academic disciplines , and the rights and respoilsibilities of those 
toncemed; ' . ✓ . - ^ 

2. ^ The -Curriculum Coninittee iS'nat § forum foi, <idjudicatijig disputes in' 

the first instapoe. Orly when unresolved *conElifct,s ^ara the end^^esult 
of discussion^ or when agreement has bepn reafhfed, will tjv^'^'urriculum 
Committee consider a proposal.. ' • % ' 

B. INSTANCES ARISING WHEN A PR6P0SA:U,IS VOXED DCiWN BY^i^HE DEPART^IENTS . 

^ ' . < «• , * 

1. ,JWhen a proposaPis vote}d' dox^ by a department , Xt is the sponsor's right 
to present it to the Curriculum Comrnittee, after following tho procedure 
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a. The department chairman will: 

t 

(1) Transmit to the chairman^ Curriculum Committee, the 
minutes of the meeting at which the proposal was voted 
upon, and a count of the votes taken, 

(2) Submit to the chairman, Curriculum Committee, a statement 
of rationale for the vote reflecting departmental opinion, 

(3) The submissions in (1) and (2) above shall be mimeographed; 
twenty (20) copies shall be prepared of each, 

b. The sponsor will submit the proposal (20 mimeographed copies) to 
the chairman, Curriculum Committee, and will follow the other 
normal procedures. The handling of the proposal 'shall be by 
the normal procedure from this point on, i,e, from la, b, on. 

2, 'The Curriculum Committee wiil consider the proposal, the sponsor's 

statements, and the statements by the chairmen and faculty concerned. 

I 

a. Upon approval of the proposal, it shall be considered by the 
Faculty Senate, together with the rebutting documents from 
the department chairman and the approved minutes of ,the 
Curriculum Committee. The department chairman may appeal the 
decision to the Faculty Senate. 

b. Upon disapproval of the proposal, the sponsor may appeal the 
decision to the F^aculty Senate; the proposal and rebuttals * 
shall be sent to the Senate. 

3. Sponsors should remember that the Curriculum Committee is generally 
guided by the weight of learned opinion wlbhin departments. Sponsors 
and department chairmen should remember that the Faculty Senate^ is 
guided generally by the Curriculum Committee in appropriate matters. 

PROCEDURE FOR RESOLVING INTERDEPARTMENTAL AND INTRADEPARTMENTAL DISPUTES. 

1. GENERAL STATEMENT:' The growth of Montgomery College during the past 
several -years, especially involving new occupational-terminal 
curricula, may cause inderdepartmental and intradepartmental disputes. 

a. A department wishes to offer a new' course which se^s to ovetlap 
a course in another department 'which opposes because of the 

^''l' overlap and/or becau-se the department rebels it has the 
expertise to tea'ch it. • ^ 

b. -iUdepartment on one campus may propose a course which is 
^''contested by the ^ame department on thjffc other campus. , 



Disputes involving 'departments are of greater magnitude than those ^ 
between smaller Entities since more faculty are imi^ediately and 
more students are ultimately concerned. Therefore, the demands upon 
the disputants are weighty, and time must often be sacrificed to 
the gdal of an amicable s^utiOn. The originating department should 
do everything possible to avoid a dispute in the\first place. This 
is bes^t done 1?^^ conf erriitg with the other department (s) concerned 
to reach a? many .understandings as possible before the proposal is 
drafted. Experience has shown that when a proposal is. preSentecl to 
the Curriculum Committee, and the other concerned departments have 
not been. sufficiently involved in its planning, hurt feelings result 
often giving rise to conflicts not* involving academic matters which 
later hinder effective agreement. , ^ 

Departments which may be concerned by a proposal are notified of- it 
in the normal submission process via Che Curriculum Committee Check- 
list and the discretion of the chairman, Curriculum Conmittee vho 
will require that proposals are seen by departments which may, be 
affecteil or concerned. Agaii>, it is, to the advantage of the 
origihating department to anticipate other department's areas of 
involyenfent vrtjth their proposal, and to confer with them before « 
drafting. If agreement qannot be reached, the ''chairman orf the 
conceipied departm"ents shall notify tl^ chairman. Curriculum 
Committee of the dispute. \ 

a. The chairman, Curriculum Committee, will then meet with the 
involved department chaJLrdbn, and try to resolve^ the problem. 

b. If no solution is reached/, an ad hoc committee shall be formed 

by the chairman, .Curriculum Committee tcf study' t}ie problem. 

This shall be composed of: ' ' 

* 

(1) The department chairman involved. 

(2) A member of the Curriculum Committee chosen by the 
chairman, Curriculum Committee, who will keep minutes. 
He will be 'from an academic area not involved in the 
dispute. i ^ , 

. ^3) The commit te'e shall be chaired by a (fepartment^hairman 
drawn from outstde the general academic area in question. 
If the disputants are jfrom the Natural Sciences, he shall 
be from Humanities or Social Sciences; if the disputants 
^ are from Humanities, he shall be from the Natural Sciences 
or Social Sciences; if the disputants are from Social 
Sciences, he shall be from either Natural Sciences or 
Humanities; if the disputants are from Physical EducatidJl, 
he shall be from Humanities, St)cial Sciences or Natural 
Sciences. The Ad Hoc Committee Chairman shall be 
acceptable by all concerned department chairmen. 
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(^) This committee is char^e.d vith exploring every avenue 
of inquiry which could le^d to resolution of the 
conflict. To this end, i& may study' practices of other 
Institutions and their results.. A consultatif^> 
acceptable to all departtneut chairmen concerned, 
may be used. 

" • 4*' \ "■ ■ ' * ^ * 

(a) His function, besideso providing an examlnatiOQ 
of the departments involved, is to have the 
departments examine themsclvjes. , . 

(b) If the department chairmen concerned cannot 
agtee on the choice of a consultant, the 
Curriculum Committee, in consultation with 
appropriate faculty and administratioii, shall 
appoint tne consultant.- 

(c) The ad hoc comaittM may involve meinbers of the 
administration, suchNas the Campus Dean, on 
appropriate matters. sNich as facilities, etc. 
Joint meeting of departmental faculty may be 
held. Soff^icient time inist be taken to 
explore all aspects of the problem. 

(5) If resolution is reached, it will be the responsibility 
of the department chairmen concerned to reVis«. or 
eliminate the proposal. 



<6)' If no resolutionVor partial resolution is reached, 

<a) The originating department will prepare its pro- 
posal following the established format, and will 
also submit to the Curriculum Consaittee a written 
statement defending the proposal. This should i 
be as specific as posr^ible. ' ^ 

(b) The opposing department shall prepare a defense 
of its position and submit it to the Curriculum 
Cotnnittee. This shall be done after receipt of the 
defense in (1) above so that both position papers 
are parallel and speak to the same isisues. 

(c) Consultant's reports may also be submitted to C, 
C. • ; 

(7) The Chairman, Currictilum Comroittoe will idistrlbute tht 
proposal. The Ad Joe Committee's .Minut^, and the two 
position papers to t:he Committee and will place the 
proposal on the calendar for a regular meeting at which 
it will be discussed. Those involved. as usual, will 
be informed of the meeting time and place. 

(a) ^e Curriculum Committee, after* questioning both 
sides in the dispute, shall vote on tht proposal. 
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III. PROCEDURES FOR DELCTION OF COURSES 

A. When a coarse has not been listed in the Schedule of Classes for four 

semesters or, if listed, has had insiif^f icient enroUmcnf to hi- contin.ied, 
th<> Curriculum Cotnnlttee will reconnohd to tlie Dci^n oi KdticaXion thai th^' 
course be deleted trom the catalog. However, If the (\ir.ipu3 Dcan> with 
the concurrence of t*he department chairman and the Acadeirjlc Dean or 
division chairman, intends to offer the course during the next two 
semesters, the Curriculum Committee will recommend .that ^he c^ourse be 
continued in the catalog for that campus. Should the Cmpas Dean feel 
that there are extenuating circumstauces pertaining to any (if thef:e 
courses which he feels justifies conuinuance in the .aralog even though' 
the courses will not be offered in tihe nexr two semesters > hr should 
describe these circumstances for consideration bv the CMrricelum Comirittee. 



(1) 



Following fall registration eacf? year, thf Office V ogtaifl , Develop- 
ment will request each campus registrar co submit a report listing all 
courses which hav^Pnot been listed^ in the Schedule of CUsses^ for hi/^ 
campus for the past four semesters npt including summer session, or 
courses which, if listed, had irisufficient enrollment to be continued. 



(2)^Upon receipt of thi^ report, the Offl.c?e of Program Development will 
send a noticie to eacli Campus Dean informing him of the courses 
assigned to his campus^>j|>^:ch fall in these categories and requesting 
his comments or concu^fnces in the action of deletion. A copy of 
this notice will be sent to all department chairmen oa the affected- 
campus. 



(3,) »Upon receipt of the concurrence and/or comments of the Campus Deai^i 
and any cottments from department chairmen, the Office of Program 
Development, will prepare a report for the consideration and actipn 
of the Curriculum Committee. This report will include the comments 
and concurrences of the Campus Deans. 

(4) thfe recommendations of .the Curricul-jn Committee with regard to 
^ ' courses to be deleted from the upcoming year's catalog will be 

forwardtd to the Dean of Education for action appropriate to 
Insure the deletioiv of the courses. 

(5) Should' a department chalrajan want to initiate the deletion 
^^our^e, he must complete'the format for Request for Course^ . 
V Deletion following the procedures for submission of proposals in 

Section i of 'College Governance (page 1.01). 
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Approved by 

MONTGOMERY COLLEGlB - Curriculum 

Takottia Park - Rockville . Coinmit;tee 5/74 

PQRMAT: PROPOSAL FOR NEW AND REVISED COURSES 4ND 

' * EOR THE REINSTATEMENT OF DELETED COURSES 
— ^ 

(The proposal should includ^e each item as shown in thip format, properly ^ 
numbered, as well as the answers and Explanations w}:ii<^h it calls for.) 



Proposal. (Check one): New Course' 

Revised Coiurse '/ 

y ^ Reinstatement for previously 

deleted' /routse * 

If this proposal is to revise a course, please describe the exact change • 
which is being proposed: 

1. Date submitted: . 

2. Submitted by: ^ ^ . . ' 

3. Title of course: JDO NOT include number) 
4« Present catalog description: 

5. Propbsed catalog description: (Include prerequisites; the number and 

[type of contact hours, e.g.,- "Three hours lecture/discussion each 
liweek"; and the num^r of semester hours,) 

6. Campus allocation: 3 

7. Instructional procedures (e.g.', lectures, labs, discusiion groups, 

field work, etc.) 

'8. Level: (Freshman or Sophomore) ' ' 

9. If 'the prerequisites are required, please justify: ^ 
10* - 14 tihis course generally taught at the junior college level? , 

11. At which Maryland, Virginia, and D.C. two-year colleges is this course 
taught? please document your answer by attaching copied' of those 
schools' catalog descriptions. 

12. Is this course generally taught during the first two yearft^of a four- 
yeayr program? * ^ ' . ' 

13. Ptt which Maryland^ .Virginia, and DX. four-year schools is this course 
taught? Jflease documen|feby attaching copies of those schools' catalog 
descriptions^ I 

14. •Desigiled for: (circle one) Career Transfer .' Both 

'> (MORE) 
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15. Does this course replace any existii\fe course? If so, identify the 
course. 

16. Should any course be deleted from the catalog as a result of this 
new/ revised course? If so, please identify. 

17. Does this course overlap with any existing course? 

If yes, include information requested on next page* 

18. Does this course affect any existing curriculum? If so, please identify 
and explain the 'effect. ^ ^ / 

19. Is credit by examination available? If yes, explain briefly. 

20. Specify , objectives of course: Try to write these in terms of specific, 

observable outcomes, e,g,, *^The studenj: will be able to do such- 
P . andfsuch.'' In addition, try to relate- the objectives to specific 

* ^ . units of the course outline. See 21^ below. If you need help, 
contact the Offipe of Program Development. 

21. Scope of course: Include a specific, topical outline and a pertinent 

bibliography, especially the texts and collateral reading to be > 
used. If this is a revised course, indicate which units, if any, 
are new. 

NOTE: For the last three items, 22-24, write NA (not applicable) after any 
sub-topics which you are sure do not 'apply to your proposal. However, be 
sure to Offer some aivswer to* every one of 'them. If you are in the least doubt 
about the budgetary^ implications of ^dur proposal, contact your Academic and 
Campus Deans^as soon as possible. 

♦ • / ► 

22. Rationale (Reasons ^or introduction, revision, 'or reinstatement of the 

course): 

a. Student value \ ' 

b. College values 

c. Educational trends ^ 
/'* * d. ^ployment value 

e., Connmnity value. 

23. ' Justification (Supporting materials as appropi^te): 

a. Written evidence of coordination with interested departments 

of the college \ 

b. Advisory committees (e.g., educational, community, business, 
etc.) I' 

c. Catalogs ' 

d . Conferences - 

e. Suxrveys 

f. Literature 

g. Interviews 

h. Other sources ^ * 

i. Trans ferab-ility (letters required) Specific information should 
, bd included with regard to the transferability of the course 

, ' to the State colleges and university and other appropriate 

institutions. 

(M 0 I^E)5 
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2^. Budgetary requirements: 

a. Staffing 

b. Equipment 
Materials 

d. Supplies 

e. Facilities usage ' 

f« Projected xniniimim-iiiaximnn ^class size 



•(• 



*When the proposal for a course overlaps into an extant course, the 
Curriculum Conmittee shall be advised^ in the proposal, of 

, ^ , . , ' . >^ 

A. Whether, after following procedures established for submitting 
new course proposal's and resolving interdepartmental and intra- 
departmental conflicts (see p. 1.05 of the Faculty Handbook), 
there is any opposition from another department to this proposal. 

B. The^syllabus of both the proposed and extant courses, to be 
obtained froA the Department Chairman concerned. (Please •attach). 

'C. vThe uniqueness of the new course propoT§al: 

1. IJ^rofessional societies' reconmendations, i£ any. 

2. ^^ Identification of 'the areas in which^ there is overlap with 

the. extantr course and^the rationale for the existence of the 
' overlap. 
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MONTGOMERY COLLEGE Approved by 

Takoma Park - Rockville Curriculum 



Coimnittee 5/74 




FORilAT: REVISED CURRICULUM 



(the proposal should include each item as shown in this format, properly 
numbered, as well as the answers and 'explanations which.it calls for.) 

Pleasa. describe the exact change whi'ch is being proposed: 

1. Date sulKnitted: 

2. Submitted by: ^ 

3. Title of curriculum: 

4. Present catalog description: (as it appears in the catalog, including. 

listing of courses and hours) ^ 

5. Proposed catalog description: (including listing of courses and hours, • V 

as it would appear in the catalog) / 

\ 

6« Canpus allocation: 

7. New courses required (follow course format, for each new course) " 

8. Does this curriculum replace any- other curriculum? 

9. Is any curriculum or option deleted from the catalog as a. result of this 
revised curriculum? 

NOTE: Por items 10-12 write NA (not applicable) after any sub-topics which you 
are sure dp not apply to your proposal. However,, be sure to offer ^some answer to 
every one of them. If you are in the least doubt about the budgetary implications, 
of your proposal, contact your Academic Dean or Division Chairman and Cainpus 
Dean as soon as possible. « - 

10. Rationale (Reasons for the revision); 

a. Student value ' ' ^ 

b. ^ College values 

c. Educational trendsr 

d. Employment value * 

e. Community value 



(MORE) 
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11. Justification (Supporting materials as appropriate): 

a. Written evidence of coordination with interested departments 
of the college, 

b. Advisory commit tpees (e.g., educational, community, business, etc.) 

c. Catalogs 

d. Conferences 

e . Surveys 

f. Literatxlr^ 

g. / Intervi«*s 
hyx Other scOxrces 

i.\ Transferability (letter,s required) Specific information should be — 
\ included with regard to the transferability of the curriculum to 
\ the State colleges and university and other appropriate institutions, 

V ■ ■ • • 

12. Budget icS^jJications: 

a. Sfca^ftng 

b. Equipment, materials, and supplies 

c. Facilitieli usage » \ 

* 



/ 
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MOMTGCMBRY COLLEGE 
Takjoma Park - Rbckville 



Approved J>y 
Curriculum 
Committee 5/7.4 



FORMAT: 



REQUEST FOR COURSE DELETION 




1» Date subm^ted;' - 

2. Submitted by: 

3., Number and Title of course: 

4. Catalog description: (exactly as it appears in the catalog) 

5« Campus designation: 

6, Is this course required, iiv any existing curriculum? 

?• Rationale for deleting this course: 



\ 
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MONTGOMERY COLLEGE 
Takoma-Park - Rockviljc 



Approved by 
Curriculum' 
Committee 5/74 



FORMAT: 



PROPOSED EDITORIAL CATALOG CHANGE 



i 



This form may be used for editorial catalog changes which do not seriously 
affect the content^^^obj^ectives, instructional procedures, prerequisites, 
course credit, or the nature of the contact hours* Othepd.se, the change^ 
must be treated as a course revision and not a minor editji^al catalog 



3^coi: 



change, in which case the sponsor must, use the format foi^ourse reHsions, 
page A 1*09 • If you are in doubt as to whether your proposed change 
represents an editorial change or a course revision, please contact the 
Office of Program Development. 



(Items a. and c, must be answerejd for all changes.) 

1. Date submitfed: 

2. Submitted by: 

*3. Title of course or program: 
^ a. Present title: 

b. Proposed title: ^(if no change, * leave bl^k) 

c. Present^catalog description: 

d. Proposed catalog description: (if no change, leave blank) 
A* Rationale 
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* • " •■ ;' ^ «' ^ ; 1 ' • ^- ' - ■ i/18/71 

■please submit one checklist %p\each campyi, -tftftachlng a OopV of the proposal 

*" \ fejRRICULUM CQWlTTEE CHECKIJSt' 

Procedure for 'signatories , Please verify that you 1iave studied tlie attached proposal 
by signing^^thc checklist and by indicating in the space provided whether you poncur 
with the proposal. In the event you do not cbnciii; Wlt^l the proposal at this time, 
please attach comments. The d^ans, particularly^ ax;e requested , to chook specif i- < 
dally" for , budgetary •implications and to verify whether budgetary prpblemb are fore- 
seen which might prevent the impliement^tion of the proposal in due course* 



» Originating Campus: 
*ryp^ of Proposa-1: 



_Ve^^ification by 



' a )^^^ Course ' " Q Revis^ed ^Course - 

' . ' CII;N^PW purriculum d Revised Curridulym. 

^ '-f Q New .Certificate * ' □ ^^^ised Certificate' 

J', □ New Option Rev^sed'•Option *^ * 

• * '. ^^ □ Reinstatement for Previously Deleted Course ' 

Name of (bourse, , Curriculum, V 

Certijlcatei or Option: ""^ ~ 



Q" Original ^iropofeal ^ Q Revision of Proposal Pated 



This' proposal is designed for 



/ 



Campus 



Campus (es) 



Silgnatures 



v 



Date 



Originator 

> 


Department Chffirman > 












DiviLon Chairman/Academic Dean 





Campus Dean 



Action 



Q 'Concur.' Do not cfoncur; comments 

attached 

I 1 Concur. | | ^^Bq^ not concur;' comments 
. . • attached 

Are there budgetary implications? ^ 

D No. n Yes; comments attached 

I [ Concur. Q Do not. concur^ comments 

T attached 
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NOTE ; This Checklist must be signed py all parties concerted before either an 
original proposal or a proposal revision is .considered complete and ^ready for 
deliberation Ijy the Curriculum Ccmmitteg.^ , 



Note: Please p^repare one copy, attach one copy of the Request for 
Course Deletion, and circulate it to the persons .listed 
below gn yout campus only > 



CURRICULUM COMMITTEE CHECKLIST: 



REQUEST FOR COURSE DELETION ' 
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Date 



Origin^ ing Campus 



Number and title of course to be deleted: 



Signatures 



Date 



Action 



Originator 



Department Chaitman 



Concur. 



Do not concur; 

contnents 

attached 



Division Chairman/Academic Dean 



Concur. 



Do -not poncur ; 

conteient^s 

attached 



Campus Dean 



Concur. 



Do not concur; 

comments 

attached. 



Not 



e: Please forward this Checklist, to the Office of Program Development s 
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Plfease prepare in duplicate, submitting one copy with the proposed catalog change 
to each campus. * 



CURRICULUM COMMITTEE CHECKLIST: 
EDITORIAL CATALOG CHANGE 



Date 



Originating Campus . Verification by Campus 

« 

Name of course, curriculum, certificate, 

or option being changed » — 



The change is designed for Campus (es) 



Signatures 



Date 



Action 



Originator 



Ifepartment- Chairman 

. V . , 

Division Chairman/Academic Dean 



I I Concur. ( [ Do not concur; 

comments attached 



I I Concur. I I Do not concur; 

comments attached 

Are there budgetary Implicatiot^? 

I I No. I I Yes; ^comments 

attached 



Campus Dean 



Concur. | I Do not concur; 

comments attached 



Note: This cliecklist miist be signed by all parties concerned before a catalog 
change proposal is gonsideri^d complete and ready for deliberation by the 
Curriculum Committee. 
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(Prepared by Office of 
Program Development). 



To: All Department Chairmen 



r 



DiFORMATICN SHEET 
FOR NEW COURSE 



New Course Title: 



Catalog Description: 



^ * 



This is for your infonjiation — not for your approval — regarding the above 
new course proposal by the * ' Department. 

If you have any comments x^egarding this proposal, contact the Curriculum Committee 

I Chairman by ^ ; If the Curriculum Committee, has not heard from 

you by this date, it will assume that you have no objection to this proposal. 



cc: Chairman, Curriculum Committee 
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(Prepared by Office of 
Program Development) 



To: ^11 Department Chairmen / 



INFCWMATION SHEET 
FOR REVISED COURSE 



Revised Course Title: ^ 
» 

Below is a description of the exact change being proposed: 



Catalog Description: 



This is for your information — not for your approval 
revised course proposal by the ] 



regarding the above 
Department. 



If you have any commetits regarding this proposal, contact the Curriculum Committee 

Chairman by . If the Curriculum Committee has not heard from 

you by this date, it will assume that you have no objection to this proposal. 



O c: Chairman, Curriculum Committee 

ERIC . . 
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To; All Department Chainscn 
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(Prepared by Office of 
.Program Development) 



INFOIttlATl^ SHEET 
FOR REVISED CURRICULllM 



Rame of Revised Curriculum: 

Below is a description of the exact change 'being proposed: 



Catalog Description: 



This is for your information — not for your approval regarding the above 
revised course proposal by the' Department. 

If you have any comments regarding this proposal, contact the Curriculum Concnlttee 

Chairman by . If the Curriculum Committee has not heard from i 

you by this date, it will assume that you have no objection to this proposal. 

\ 



2. 



cc: Chairman, Curriculum Coinnittee 



Q ^ . t 
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(Prepared by Office of 
Program Deyelopraent) 



To: All Department Chairmen 



iNFORMATlQr? SHEET 
F(m PROPOSED HEW CURRICULUM OR OPTION 



Name of New Cutricul'ifin or Option: 
' .* * 

Catalog Description; 



Titles of Proposed New Courses and Catalog Descriptions: 




This is for your information not for your approval regarding the above 
proposed new curriculum or option by the , D epartments 

If you have any comments regarding this proposal, contact the Office of 

Program Development by [ . If no response has been received by 

this date, it will be assumed that you have no objection to this proposal* 
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To; All bepartment Chairmen 



' ' (Prepared by Office of 
^ Program Development) 



INFORMATION SHEET 
FOR COURSE DELSTIOW 

r 



Title and number of course to be deleted; 
^talog Description: 



r 



This is for your l^nformation — not for ypur approval — regarding the above ^ 
course deletion proposal by the \ ^Dfepartment, 

If you have any comments regarding this'.proposal, contact the Office of 

Program Development by , If the OffiAe of Program 

Development has not heard from you by this date, it will assuKe that you 
have no objection'' to this proposal. 



cc: Chairman, Curriculum Committee 



id 
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Format for Proposing a Change in the Academic Regulations 



/ 



(Please direct the completed form to the Chairman of the Faculty 
Senate pr to the Chairman of the Academic Regulations Committee) 



Date of proposal 



Name of Proposer 
Campus 



Telephone extension 



Department/Organization 



Clt^lon (by paragraph number) of the Academic Regulation you 
desire to change or to add: 

Your proposal (Please give specific wording for the change/addition you 
propose): 



Rationale for your proposal: 
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GUIDELINES FOR PREPARING EXPLORATORY COURSE PROPOSALS 

A general description of Exploratory Courses togethei: with Exploratory Course 
approval and evaluation processes are included in paragraph 6. 16 of the Policies 
and Procedures Manual* The steps for developing an Exploratory Course Proposal 
. are summarized here. In addition, certain criteria are given below for dis- % 
tinguishing between a proposal for an Exploratory Course and^ a proposal for a 
regular course to be submitted through no'rraal Curriculum Committee channels. 

I. Nature of an ^Exploratory Course \ 

In order to decide whether the course you are proposing has the flavor and, 
intent of Exploratory Courses, you should answer affirmatively at least , 
two of the following types O-f questions: 

1. Does it provide students an opportunity for academic pursuits or intensity 
of experience not available in regular courses listed in the catalog? 

2. Does it motivate students to. learn from experience in a relatively new 
context? » ' . i 

3. Does it offet the opportunity to experiment with a new type of 
instructional mode which can be shown* to improve what you are now 
doing in the classroom? * ^ 

4> Does it affer, students an opportunity to acquire ^nd use more'^ 

effectively new concepts , knowledge and/or skills through a ^different 
instructional emphasis, a more flexible time structure or original , 
instructional materials, e.g., modular packets, short credi/ units, / 
^ ^ . programmed units? * ^ 

5. Does it reflect the assumption that student needs, desires, styles and 
goals are varied ani^ that alternative modes of instruction must^be 
provided for review, reinfo;rcement and/or advancement of proficiency? 

II. Procedures for Exploratory Course Development and Approval 

As sponsor of an Exploratory Course, you will need to carry out the following 
steps: 

1, Prepare eight copies of your proposal using the Curriculum Committee^ 
format: Proposal for New and Revised Courses (Appendix A, 1.09, 
Faculty Handbook) . 

2. Prepare 35 copies of an abstract of your proposal' (200 word^ o/ less). 

* 3. Make these modifications in the Curriculum Committee prqpo^l form: 

a. Add item 25, Plan for Evaluating the Course: Xhis is a statement 
4 of how you propose to evaluate the outcomes of ^tur jj^rse. It 

should emphasize what evidence you will gather tol^{^luate success 
in achieving the instructional objectives listed above, and how 
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you will gather this evidence. The time span covered in gathering 
the evidence should be indicated, and ideally, experimental and 
control groups should be used. • j 

b. Note that in item 23, Justification ^ it is not required that an 
Exploratory Course have the approval of other departments of the 
college. However, it is recommended that there be communication 
with the counterparjt departments on other campuses. 

4. Submit eight copies of your course proposal and 35 copies of the abstract 
to the campus dean's office for distribution. Copies of th^ complete 
proposals are primarily for use of the Exploratory Committee. The 
abstract will be distributed for information purposes to all campuses 



and to central administration. 
III. Deadlines ^ 



^ Proposals for new -courses musiLbe submitted to the Exploratory Committee 
Sit according to the following ddjiline dates: 

Proposals for: , Deadline for submission: 

Courses to be offered in summer or fall s^End o£*^the 10th week of preceding 

semester spring semester 

Courses to be offered in spring semester End of 10th week of preceding 

fall semester 

• ' ' ■ / ■ ■ ' 

If there is a geiiuine situation of urgency as determin^^ by the committee 
concerning a proposed course, special consideration mayii^ given .to expediting , 
the processing of the course. * » ' 
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MONTGOMERY COMMUNITY COLLEGE ^ 
MARYLAND 

FACULTY MEMBER'S REGULAR CONTRACT 

IT IS HEREBY AGREED b> jnd between the Board of Trustees of Montgomer> Commi/nity College anfl 
that, in considcVation on the one hand of salary to be paid to the 



(name i)f faculty member) , ^ 

faculty memb.cr/and. on the uthei hand^. of the perlurmance of the fatuity niember hereunder, the. faculty member named 
herein shall be and iS hereby employed to teach io the C ollege referred to herein, subject to the authority uf the Board ot 
^Trustees and the policies and regulations of the College, as those policies and regulations may be modified from time to time. 
anJ^ubject to assignment from time to time by the^Prc^ident of said Culleg*;. prv^vided that durmg the tis^al year the saLry of 
the fifttlty member shall not be 'reduced for the remainder of the fiscal year 1 he salary of the faculty member shall be fixed 
by the* Board of Trustees 

^/aND it is further agreed that the faculty member shall become a member of the Teacher's* Retirement System 
of the Slate of Maryland as of the date on whic^i his or her teaching service begins, subject to the provisions of the Public, 
General L^W3 of Mai7land as amended from time to time. 

AND ITJS FURTHER AGREED that the faculty member normally will«not vacate the position to which assigned 
during any year. - ' ^ . 

' AND IT is FLETHER AGREED that if the faculty' member desires to terminate an existing appointment, he or she 
shall give notice not later than twojnonths^prior to tftt date of such terinirvation. The fa^^ulty member niay properly' reques 
a v^aiver of this requirement in case of hardship. It is expedecl that said faculty member shtfll complete a term in whic' 
tcachinj^already has been undertaken/ * 

AND IT IS FLRTMER AGREED that the faculty member^hall be on probationary appointment until granted aca 
tenure. As provided below, notification as to renewal or nonrenewal of appointment shall be given annifally by th/Prcs 
until the end of thc^robationary period has been reached. 



3i*CSf^tjiiry appointment shall extend for seven, full, consecutive, 
(GNy tne President of the College the period of probationary 



AND IT IS FURTITER AGREED that the period of p 

academic years, except th^t in exceptional cases authoryC^.^ iit^iuvm ^* mc v ^i.^^,^ |.v...^.... j .,^ , 

' appointment oi the faculty member rpay instead be five o^i^Mill. consecutive, academic ^ears up^^n writtcri approval of the 
President of the College. ^''^^^ ' ^ 

AND IT IS EJWCTHER AGREED that during tft^^pr^ytionary period written notice regarding renewal or nonrenewal 
of appointment for the succecdmg year shall be giv^WySilH'resident of the College as follows 
a. \Not later than April I durmg the first fullvMr c<^^cademlc service in the College, 
b Not later than February 1 of the second. fulK ^g^ ecutive. academic year of sUcTl service • 

c. ;^t least twelve months before ihe expiration of an appointment follovviag two. full, consecutive, academic years or 
more *in the College. 

AND IT IS FURTHER AGREED that upon cojnpletion of the probationary period of the faculty member, he or she 
' shall qualify for .consideration^ for academic tenure if the faculty member has fulfilled all requirements and warrants such 
tenurpv and. at such tftnc as approval of sucK tenure ha.s teen authorized by the President. tHe taculty member shairruccive 
written notice of Such tenure from the President. 

. ' i , > • 

AND IT IS FLRTHER AGREED that after the faculty member has been placed on such tenure, his or her appointment 
'may not be terminated Dor may he or she be discharged or dismissed except as providcil herein. 

' I 

AND IT IS FLRTHER AGRIXD that the Board of Trustees may discharge or dismiss the faculty meTnb».r at any time 
on recommendation of the President of the College for cai^se. to wit. dishonesty . misconduct in office^ incompetency, insub 
ordination, or .willful neglect of duty, provided that the charges or reasons be stated m writing, that rhe faculty member be 
furnished a copy thepetywnd be givdfi an opportunity. prk»i to such discharge or dismissal, fur a hearing before the Board of 
Trustees of the ( oll/ge. in pcTSwjtSr by counsel, upon tequest of the laculty member an writing to the President not more 
than thirty days afte^w^itten not^ication of intended discharge or dismissal is sent to the faculty member. 

AND IT IS FUR liiER AGREED that the Board of Trustees may tcrmmati. the, contract of or dismiss the faculty mem 
ber at the close of any fiscal year on the recommendation of the President of thcc ollcge if the President shall advise the Board, 
and if the Board shall certify (I) that there have been allocated or appropriated by tlie State, County . or other fiscal authority 
insufficient funds to continue the employment of the faculty member for*the prospc^^^ue fiscal year, on which judgment the 
Board of Trustees shall have sole discretion, or (2) that there is insufficient enrollment for^ or planned discontinuance o/. an 
educational program or service for w hich the faculty member is or has been employ ed,on which judgment the Boijrd of Trustee.s 
shall have sole discretion, all for said prospective fiscal year, prpvided that the reasons bK stated in wnting. that»tfie raculty 
member be furnished a copy thereof and be given an opportunity, prior to such termination or distnissal. fi>i a healing before 
the Board ^of Trustees oj the College, in person or by counsel, upon request of tHe faculty member ^n writing to the President 
not more than thirty days after written notification of intended termination or dismissal issent ti) the faculty rncmber If the 
BoarS of Trustees shall termir\af5 the contract of or dismiss ihe faculty m.ember under this paragraph* it shall be upon the stajed . 
grounds. tcJ*w It ^^Termination of employment or dismissa^Hindci^corttract for fiscal or non-culpahle rca.^^ni^.'' ^ . 

Hai^aaMCPorm 3 118b (11/18/74) " , ' . ^ 
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AND IT IS FURTHER AGREED th^t the President of the College may immediat^y suspend the faculty member whom 
he recommends be terminated or dismissed for cause as provided herein Such suspension shall continue until final decision 
IS reached by the Board of Trustees^s to termination, dismissal, or continuance of the faculty member The faculty member's 
salary shall be paid during the period of suspension 



AND It IS FURTHER AGREED that this contract shall continue from year to year, subject to the aforegoing conditions, 
provided that if the faculty member is recommended for discharge or dismissal for cause by the Presideni of the College, pro- 
ceedings shall be in accordance with the provisions of this contract. 

This contract is made in accordance with the provisions of the PubLc General Laws of Maryland. a\ amended from time 
to time^and wiU be filed among the records of the Board of Trustees and the records of the College. 



The faculty member on his or her part hereby accepts said appointment, to take effect on the 
^,19 . 

Date of signing this contract ^9 



WITNESS OU^^HANDS 








^C'ollege 


Chairman. Board^KiJ 


histees ot Montgomery tommumi 





day of 



Faculty Member 



President of the College 



Montgomery Community College, to wit' 

Sworn (or affirmed) before the subscriber. 



by 



faculty member, who, in my presence has thereto affixed h signature this 



day of 



19 



Signature 



UNIVERSITY OF CALIF. 
LOS ANGELES 

•^OV 7 1975 

CLEARINGHOUSE FOR 
JUNIOR COLLEGES 
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MONTGOMERY COMMUNITY COLLEGE 
MARYLAND 

FACULTY MEMBER'S TEMPORARlT CONTRACT 



IT IS HEREBY AGREED by and between the Board of Trustees of Montgomery Community College and 
' that, in consideration on the one hand of salary td be paid to th'e 



(name of faculty member) 

faculty member, and, on the other hand, of the performance of the faculty member hereunder, the faculty member shall be 
and IS hereby employed lo leach in the College referred to herein, subject to assignment from time to time by the President 
of the College, provided that during the fiscal year the salary of the faculty member shall not be reduced for the remainder of 
the fiscal year. The salary of the faculty member shall be fixed by the Board of Trustees. 

AND IT IS FLRTHER AGREED that the term of this contract shall extend from the beginning date indicated below 
until no later than the thirtieth day of June next succeeding said beginning date, or such earlier expiration date as indicated 
b^w, and thiS contract shall automatically terminate and expire on the thirtieth day of June next sUcceedmg the said begm 
ning date, or on such earlier expiration date as indicated below. 

AND IT IS FURTHER AGREED that the faculty member named herein 3hall bcvome a member of the Teacher's Retire 
ment System of the State of Maryland a:» of the date on which hiS/ her teachirvg service begins, Subject to the provisions of the ^ 
Public General Laws of Maryland as amended from time to time. 

ANP^ IT IS FURTHER AGREED that the faculty jny^jber normaify will not vacate the position to which assigned 
du«ng any year. ^ 

AND IT IS FURTHER AGREED that the Boar(]^x)ustees may discharge or dismiss the faculty member at any time^ 
on recommendation of the President of the College f or_>^ »CT»jo wit, dishonesty, miSconduct in office, incompetency, tnsub- 
ordination, or willful neglect of duty, provided that^m^Jurges or reasons be stated in writing, that the faculty meftiber be 
furnished a copy thereof and be given an opporturun^ pri»l tp such discharge or dismissal, for a hearing before the Board of 
Trustees of the College, in person or by counsel,^ uam^mtsfiln ptthe faculty member in writing to the President not more than 
thirty days after written notification of mtended »chaxn or dismissal is sent to the faculty member. 

AND IT IS FURTHER AGREED that the PresiSInt of the College may immediately suspend the faculty member whom 
he recommends for termination or dismissal as provided herein. Such suspension shall continue until final decision is reached^ 
by the Board of Trustees as to termination, dismissal, or continuance of the<faculty member. The faculty member's salary 
shall be paid during the period of suspension. / 

The faculty mtmber on his or her part hereby agrees to abide by the terms of this contract and by the duly authon£ed 
policies, regulations afid procedures of the College, and accepts said appointment, to take effect beginning on the 

day of , 19 , and to expire on the day of 19 



Date of signing this contract 



WITNESS OUR HANDS 



Faculty ^ember 



Chairman, BJfard of Trustees of Montgomery Community Collejgfe 

1 



President of* the College 



Montgomery Community College, to -wit 

Sworn (or affirmed) before the subscnbcr. 



by 



faculty member, who , in my orescncc has thereto affixed h signature this 



day of , 



K u '4 



Signature 



Form 3118c (11/18/7^ 



